SWEIS

South Carolina Enterprise Information System

MySCEmployee
Manager Self Service - MSS100

TECHNOLOGY

End User Training B?C B
SC BUDGET AND CONTROL BOARD

Columbia, SC



MySCEmployee Overview S((EEIS

The MySCEmployee component is an important
feature of the South Carolina Enterprise
Information System (SCEIS). ltis:

Available online 24 hours a day, 7 days a week

Provides views and updates of personal info
such as pay stubs, leave requests, time entered,
etc.

Designed to make it easier for managers to
review and approve leave tasks submitted by
their employees



Course Learning Objectives SWEIS

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

— Log on and navigate within the MySCEmployee
Manager Self Service website

— View employee general information and compensation
information

— View the team calendar

— Approve employee leave requests

— Create substitutions

— View organizational profiles

— Access and run Manager Self Service reports



Course Lessons SWEIS

(C]
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DD

Lesson 1: Logging into the Manager Self Service Area of the
MySCEmployee Website

Lesson 2: View Employee General and Compensation
Information

Lesson 3: Approve Employee Leave Requests
Lesson 4: View the Team Calendar
Lesson 5: Create Substitutions
Lesson 6: View Organizational Profiles
Lesson 7: Run Reports
Review and Summary

Approximate Course Time: 2 hours
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Lesson 1 Learning Objectives SWEIS

@ Upon completion of this lesson, you should be
able to:
— Access and log into the MySCEmployee Website

— Navigate to the Manager Self Service home page
(Universal Worklist and Reminder of Dates)

— Access the different work areas within Manager Self
Service



MySCEmployee Login Page SEEIS

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 MySCEmployee

powered by S(E

Enter User ID

Enter Password

Click Log On

MySCEmployee

Welcome South Carolina State Employees

1,\I|1I'\.I| IiM ]

B?CB

| SCEIS Service Desk | FAQ | System Messages | Privacy & Securlty Policy | Legal |

‘Copyright @ 2009 State Of South Carclina




South Carolina Enterprise Information System

MySCEmployee Main Page SWEIS

« Managers access the website the same as employees. However, managers see a
Manager Self Service tab next to the Employee Self Service tab.
« Click the Manager Self Service tab to access Manager Self Service.

— [ P

Walcome Emwus;mnul Manager Sef'-S |

Alarts and information | Universal Worklist

Welcome to MySCEmployee Helpful Links
MySCEmployee is designed to empower employees by putting many day-to-day record keeping responsibilities directly in their + SC.Gov
hands. Through MySCEmployee state employees can, among other activities, enter and submit time for manager approval, access R CIEER GBS TR G IR TR S )
pay statements, maintain bank details for direct deposit, submit leave requests, view various quota balances, update mailing * Retirement Systems
addresses, and search for other state employee's contact information. + Office of Human Resources (OHR)
+ Employee E-News
» State Holidays
+ SCEIS

News Of Interest

« Note: Employees who are new to MySCEmployee are encouraged to take the Employee Self Service (ESS) and Manager Self
Service (MSS) (if appropriate) training prior to using the system. Be on the lookout for information from your respective
agency’s training team.

+ Be Sure to Verify Your Personal Information: You are encouraged fo review and verify your personal information, such as
addresses, emergency contacts, social security number and date of birth soon after go-live.

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




Manager Self Service — Area Page
(Main Overview) SES

« The Universal Worklist and the Reminder of Dates display (after the Manager Self
Service tab is clicked) and looks like the image shown here.

* Manager Self Service is like a home page.

Reminder of Dates




Manager Self Service — Area Page IS
(Main Overview) SWEIS

Manager Self Service provides a single access point for managers to find employee information and
perform certain managerial tasks.

1. Notice that the Manager Self Service tab turned green because it is now active.
2. Through the Manager Self Service navigation structure, which appears on the left-hand side of the screen, you can
access four primary folders (My Work Overview, My Team, My Organization and My Reports).

=
prme— My SCEmployee
powersd by SIVEIS il
Manager Self Weicome _ Employee Seif-Service [ S
Sel'Vi ce Overview
Navigation Area \MTflskE i E
Detailed Havigation |j I Universal Worklist
| — ——
| » [ My Team Show: [New and In Progress Tasks (6/6)|=|[Select a Subview . [= ][4l [=]
/ » [0 My Organization L : = = = T
My Team ¥ [ My Reports ~ Subject = [From % Sent S Prioty v 0
Approve expense report of John D. Anderson = esstrains, Today Normal 1
John D. Anderson's Leave Request = esstraing, Today Normal 1
My Organization _ John D. Anderson's Leave Request = esstraing, Today Normal 1
| dohn D. Anderson’s Leave Request = esstraing, Today Normal 1
=1 Mary Ann Simons's Leave Request = esstraind, Sep 16, 2009 Normal 1
My Reports Mary Ann Simong's Leave Reguest = . esstraind, . Sep 16, 2009 Normal - 1
BEEE 1. EEE




Detailed Navigation

SEEIS

South Carolina Enterprise Infor

This graphic shows the Manager Self
Service Detailed Navigation area when all
folders have been expanded. To expand or
collapse a folder click the black triangle
that appears to the left of the folder icon.

Within the My Team folder there are three
areas that managers will most often use:

e Team Overview

« Employee Information subfolder
» Employee Working Times subfolder

I Detailed Havigation

* [ kil WWiork Ovverwiesn
* Tasks and Alerts
* [ hiy Team
* Team Owerview
* [ Employee Information
= zeneral Information
= Compensation Infarmation
* [ Employes Warking Times
= Approve Time Sheet Data
» Lpprove Leave Reguests
* Team Calendar
* [ hiy Organization
» Organizational Profiles
* [ iy Reparts
* Reporting

=



(Universal Worklist)

Manager Self Service — Area Page

SWEIS

South Carolina Enterprise Information System

Two tabs are used on the Universal Worklist:

Tasks

Notifications

Note: Alerts and tracking are not currently being used.
« The Tasks list is the default tab and displays your employees’ working time, leave and
travel requests.

Note: If the manager rejects time, it appears on the Employee Self Service under the
Notifications tab.

Universal Worklist |j
m" Alerts | Notifications |, Tracking =
Show: [New and In Progress Tasks (6/6)|+||Select a Subview... [ || Al [+ Create Task | Show Filters Hide Preview =

Subject = A% From = Sent = Priority % 0 Due % Status =

| Approve expense report of Jehn [ Anderson = essirainb, Today Normal 1  Sep 27, 2009 Hewr

John D. Anderson's Leave Beguest =, esstrain, Today Normal 1 Hewr

| John D. Anderson's Leave Request = esstraing, Today Narmal 1 HNewr

| John D. Anderson's Leave Request =, eszsztraing, Today Haormal 1 HNewr

! Mary &nn Simons's Leave Reguest = esstraind, Sep 16, 2009 Normal 1 News

| Mary Ann Simons's Leave Reguest = esstraind, Sep 16, 2009 Normal 1 New




(Reminder of Dates)

Manager Self Service — Area Page

SEEIS

South Carolina Enterprise Infor

Reminder of Dates section
includes the following
information:

* Reminders for training,
credential checks and other
work-related relevant
employee dates.

« EPMS review dates.

* Employee birthdays.

Note: You cannot add your own
dates as the reminders originate
from the employees’ master
records in Personnel
Administration.

I Universal Worklist

l Reminder of Dates

COctober 2008 Date=/Tazk for All Employess
Date Event Mame
D | T i Mary Ann Simons

EPMS Review Date | Michelle S. Dickerson

Viilliarm J. Sabratore

Dizplay Month Previous | Next




Lesson 1 Summary SWEIS

@ You should now be able to:
— Access and log into the MySCEmployee website

— Navigate to the Manager Self Service home page
(Universal Worklist and Reminder of Dates)

— Access the different work areas within Manager Self
Service
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Lesson 2 Learning Objectives S@EIS

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

— Access and review employee general information

= Understand how to enter leave requests on behalf of an
employee

= Understand how to change an employee’s contact
information/emergency contact information

— Access and review employee compensation information

Note: Compensation information availability is determined
at the agency level



Employee Information

South Carolina Enterprise Information System

« Expand the Employee
Information folder to access your
employee’s General Information
and Compensation Information.

* Click the area you want to
review first.

I Detailed Havigation =

* [ by Whiork Cwveerviesn
= Tasks and Alerts
* [ by Team
= Team Overview

* [ Employee Information
* Zeneral Infarmation

= Compenzation Information

* O Employes Warking Times
= Approve Time Sheet Data
= Approve Leave Beguests
* Teamn Calendar
* O My Organization
= Organizational Profiles
* O My Reports
= Reporting



Employee General Information

SWEIS

South Carolina Enterprise Information System

General Employee Information includes:

Basic employee information (address, monitoring of tasks, absence days, etc.)
Entering leave requests on their behalf

Employee quota balances

Maintaining and Viewing an employee’s address and emergency contact information

I Employee Search

Employee Selection: [Direct Reports [+]

Display: |Organizational Information ﬂ

| = =1~ ['Row]1jora[ ~ | =] =]

I General Data

Name 2 Personnel Number = Manager = Posttion = Organizational Unit = Cost Center =
Corrine Racheal Gagne 10006999 Liz Rosanne McKenzie = ADMINISTRATIVE SPECIALIST I | BUSINESS FILINGS HR Payroll
Maria Tanisha Hoffman 10006984 Liz Rosanne McKenzie = ADMINISTRATIVE ASSISTANT | BUSIMESS FILINGS HR Payrol
Tessie Melanie Cabrera 100065979 Liz Rosanne McKenzie = ADMINISTRATIVE ASSISTANT BUSINESS FILINGS HR Payroll
Debra Pansy Dutton 10007019 Liz Rosanne McKenzie = ADMINISTRATIVE SPECIALIST I | BUSINESS FILINGS HR Payroll
Paulette Alison Hathaway | 10007009 Liz Rosanne McKenzie = ADMINISTRATINVE SPECIALIST II | BUSINESS FILINGS HR Payrol

Data as of 2/28/2011, 10:00:26 AM Refresh

Ii‘ I Company Properties

B

Corrine Racheal Gagne 10006999
General Info.
Grievance Status:

Covered Work E-Mail:
Work Office:
Organizational Assignment Oroanizational Assionments  personnel Structure
Org. Unit: BUSINESS FILINGS Personnel Area:
Position: ADMINISTRATIVE SPECIALIST Il Pers. Subarea:
Cost Center: HR Payrol EE Group:

Payroll Area: SC Semi-monthhy EE Subgroup:

I Personal Data

Communication Data

803-734-2489

SECRETARY OF STATE
ADM-ADMIN SVCS
CLASSIFIED FTE

FT-NE WIINS & LV

=]l

Address. Corrine Racheal Gagne
045001 MAIN STREET
COLUMBIA SC 29209

I Monitoring of Tasks

EE

No data available

I Absence Days

EE

No data available

I Related Activities

Bl

Self-Service for My Employees
Record Working Time
Maintain or display time sheets for your employees.
Addresses and Emergency Contact Information

Maintain or display addresses and emergency contacts for your
employees.

Personal Data

Display personal data for your employees.
Display Quota Balances

Display the quota balances for your employees.
Enter Leave Reguest

Enter a leave request for your employees.

NOTE: ou wil still need to approve the leave reguest as a separate
process.

Leave Statement
Display absence times, leave balances, and accruale.




Employee General Information

SWEIS

(Employee Search)

 The Employee Search section of the Employee General Information page displays a
list of your direct-report employees by default. Use the down arrow to select other
options.

« To view an employee’s information, click the employee’s name.

* When you click the employee’s name, the lower part of the screen displays the
employee’s data.

I Employee Search

Employee Selection: ELD_Ir_eu;t Reports

Employees from Organizational Structure

Display: | Organizational Information [+]
q o Employees from Organizational Units

Emplovee Search

Perennne| Humbe anane Posilinn b I = =

00002855 Michael M. Carroll  PROGRAM COORDINATOR I | AGRICULTURAL SERVICES DIVISION | COMMISSIONER'S ﬂF;C

John D. Anderson 0000896 Michael M. Carroll | ADMINISTRATIVE SPECIALIST | AGRICULTURAL SERVICES DIVISION | COMMISSIONER'S OFFIC
Mary Ann Simons ooo0a8aT . Michael M. Carroll | ADMINISTRATIVE SPECIALIST | AGRICULTURAL SERVICES DIVISION | COMMISSIONER'S OFFIC
Viliam J. Salvatore 00008808 Michael M. Carroll | ADMINISTRATIVE SPECIALIST | AGRICULTURAL SERVICES DIVISION | COMMISSIONER'S OFFIC
Theodore Moore 00001131 Michael M. Carroll | FIELD SPECIALIST | POULTRY & EGG DEPARTMENT COMMISSIONER'S OFFIC

|- |- FRowljors| - | - | - |




mployee General Information IS
(General Data) SWEIS

After clicking on the employee’s name, information is available throughout the different

regions of the page:

» General Data area: overview of her master data, organizational data and contact
information.

- Company Properties area: shows that Michelle has been issued a state-owned laptop
computer.

h |j I Company Properties
Michelle 5. Dickerson 00008895 Company Property Mo. Description
General Info. Communication Data Computer/lap Top | 1 | Pieces
Grievance Status: Covered Work E-Mail: SCEIS NOTIR@SCEIS. SC.GOW . .
Start Date: 1172005 Work Office: B03-832-1901
Organizational As=signment Organizational Azzignments Personnel Structure
Org. Unit: ABGRICULTURAL SERVICES DIVISION Personnel Area: DEPARTMENT OF AGRICULTURE
Position: PROGRAM COORDINATOR Il Pers. Subarea: ADM-ADMPG MGMT
Cost Center: COMMISSIONER'S OFFIC EE Group: CLASSIFIED FTE BER 0 EHEBE
Payroll Area: SC Semi-monthhy EE Subgroup: FT-EX WINS & LV Mote for Company Property
: o=




Employee General Information

SEEIS

(Personal Data/Monitoring of Tasks) *==°=

In the Personal Data area, the employee’s home address is displayed.

Your agency may be using the Monitoring of Tasks area. This area includes key dates
such as EPMS review date, end of probationary period, and holiday compensatory time

expiration date.

II Personal Data |j

Addrez=. Wichelle 5. Dicker=zon
223 Cherry Blossom Lane
Columbia SC 25212

II Monitoring of Tasks |j

EStatus Date Reminder Tazk
Mew tazk | 10021/2009 | 10/21/2009 EPMS Review Date

New task | 10/14/2009 | 10/14/2009 | In-Band Increase Red

Data from 4/8/2009 to 4/8/2010




Employee General Information IS
(Related Activities) SCEIS

Activities that can be completed in the Related Activities area include:
* Requesting leave on behalf of an employee
« Maintaining the selected employee’s addresses and emergency contact information
* Viewing an employee’s:
— available quota balances - personal data — leave statement

Note: The manager will still need to approve the leave using the normal process of
Approving Leave Requests through Manager Self Service.

' Related Activities [
Self-Service for My Employees

Record Working Time
Maintain or dizplay time sheets for vour emplovees.

Addresses and Emergency Contact Information

aintain or dizplay addresses and emergency contacts for vour
employees.

Personal Data

Dizplay personal data for vour emplovees.
Dizplay Quota Balances

Dizplay the guota balances for your employees.

Enter Leave Reguest

Enter a leave request for vour employvees.

MOTE: "ou will still need to approve the leave reguest as a separate
Process.

Leave Statement
Dizplay absence times, leave balances, and accruals.



Employee Compensation Information SWEIS

South Carolina Enterprise Information System

Managers can also view
Employee Compensation

Information:

» Click the
Compensation
Information link

* Then click on the
name of the employee
whose information
you want to view

MySCEmployee
Well MSSIT06 MSSITO06 . mym ms p y

Manager Self-Service

Hely | Personalze | Log Off

Welcome  Employee Self-Service: Cortert Administration ~ User Administration  System Acministrafion ~ User Access

Overview | Organizatio

Compensation Information | History, Bach
[41¥] | I Employee Search
Detailed Navigation "
Eiplnyee Selection | Diect Reparts [+
™ Dy Work Overviews Display: | Crganizational Information ﬂ
+ Tasks and Alerts
s
v Team Overview Name % Persomnel Number & Manager % Postion 5 Organizafional Uni 5 Cost Canter B
¥ [0 Employee Infarmation Wan Frederic Treving 10002626 KEITH TEDDY CORTEZ | AGR MARKETING SPECIALIST I LABORATORY SERVICES  COMMISSIONER'S OFFIC
» General Infanmafio Oscar Alfonso Bermudez | 10002116 KEITH TEDDY CORTEZ | PROGRAM MANAGER OF SCHS ESSMSS | LABORATORY COMMISSIONER'S OFFIC
+ Compensation Information Ezekiel Ashley Rower 10002536 KEITH TEDDY CORTEZ | PROGRAM MANAGER| CONS SYS FIELD SPECS COMMISSIONER'S OFFIC
™ DiEnpioyee Vorkng Tines LenKerny Fenton 10002561 HEITH TEDDY CORTEZ | PROGRAM MANAGER | FOODSAFETY &COMPL  COMMESIONER'S OFFIC
° PP BUBSEAD KernitLence Zapets | 10002306 KEITH TEDDY CORTEZ  PROGRAM COORDINATOR | WETROLOGY LABORATORY | COMMESIONER'S OFFIC
* Annrove Leave Reuests
+ Team Calendar DDD ROWU'S DDD
¥ [ty Organization Data as of 112062011, 445:37 PM Refresh
* Organizational Profles
¥ [ty Reports
* Reporting
I General Data ﬁ I Salary Data
Pay Grade Structure
Van Frederic Trevino 10002626 Pay Graie Type:  CLASSIFIED
General Info, Communication Data Pay Gratle Area BANDED
Griewance Status: Covered otk E-Mail BWOODESCIA S0GOY Pay Grade: BAND 05
Wiark Office: 3037341767 Pay Gratle Level U
Organizational Assignment Crganizational Assionments — Personnel Structure Enterprise Data (Pay Grade) Employee Data
Org. .Unit LABORATORY SERVICES  Parsormnel Area: -~ DEPARTMENT OF AGRICULTURE Nininun Sary 07W Sy
Postion AGRMERKETNG SPECLLLET P Sure AGAIR-AGiAHIIL Refeence (Hdpo)Saary 4304600 ConyaeFlinto eferer
Cost Center: COMMISSIONER'S OFFIC EE Group: CLASSFEDFTE Masimum Salary: 56500 Postion within Salary R

Payroll Ares; 5C Semi-marthly FF Subiriier FTREWING & 1Y



Employee Compensation Information

( E a | a ry D a ta ) South Carolina Enterprise Information System

1 Salary Dat =
The Salary Data section sy oo S
. Pay Grade Structure
d I th " Pay Grade Type: CLASSIFIED
I S p ayS e " Pay Grade Ares: BAMNDED
Pay Grade: BAMD 05
Pay Grade Level ]
1 I Enterprise Data (Pay Grade) Employee Data
° e m p I Oyee S a n n u a Minimum Salary: 30,274 .00 Salary: 41 ,590.00
Reference (Midpaint) Salary: 4314400 Compa-Ratio to Reference Salary: oar
Sa I a ry Maximum Salary: 26,01:2.00 Position within Salary Range: 45 %

e
60000

+ reference (midpoint) :
salary
* pay scale information 00
» salary range for the — o
pay grade. R E i

20000 -+—

10000 —+—

0

Enterprise Employee



Lesson 2 Summary SWEIS

@ You should now be able to:

— Access and review employee general information
= Understand how to enter leave requests on behalf of an
employee
= Understand how to change an employee’s contact
information/emergency contact information
— Access and review employee compensation
information
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Lesson 3 Learning Objectives SWEIS

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

— Access and approve or reject employee leave requests



Approve L

eave Requests

SWEIS

South Carolina Enterprise Information System

To approve your employees’ leave requests, there are two options:

1.
Approve Leave

I Detailed Navigation

Request.

|j I Universal Worklist

Click employee’s name from the Tasks tab on the Universal Worklist
2. Detailed Navigation area > My Team > Employee Working Times >

* [0 My Work Overview
» Tasks and Alerts

* [ My Team

= Team Overview

} (O Employee Information

* [0 Employee VWorking Times
e Lpnrone Time Shest Dats
= Approve Leave Requests

/% Substitution is currenthy turned on. You can turn off substitution under Manage Substitution Rules

Tasks (4/4) Alerts [ Notifications [ Tracking

Show: |New and In Progress Tasks (4/4)|||Select a Subview...

[=]]An

=]

= Team Calendar
¥ (O My Organization
(O My Reports

E’ = | From
|_ vangeline Marizol Couture's Leave Reguest = 2 essitd2,
1 J Evangeline Marisol Couture's Leave Reguest = essitl2,
Evangeline Marizol Couture's Leave Reguest = essitd2,
J Evangeline Marisol Couture's L eave Reguest = essitd2,




Approve Leave Requests

SWEIS

South Carolina Enterprise Information System

Once you have accessed
Approve Leave Requests, a list
of the employees who have
submitted requests to you
displays in the Requests
Waiting for Approval table.

Click the blank column next to
an employee’s request to see
his or her detailed request.

Additional information provided
includes the employee’s
various leave quota balances.

After reviewing the request, you
can Approve it, Reject it or take
no action and the request will
remain in the queue until you
decide to take action.

Welcome msstrains,

MySCEmployee

MWFEE

Wﬁm w-m Manager Soif-Service

Approve Leave Requests
[EIL s

I Detailed Havigation

=0 My Wiark Overvisw
= Tasks and Alerts
[ My Team
= Team Ovendiw
3 Employee information
= Generad information
= Compensation information
= Employee Working Timas
= Aporove Time Shest Dats
= Approve Leave Requests
= Team Calendar
¥ [0 Uy Organization
* [0 Uy Reporis

Date of Request  Resqussher Type of Leave  From To Used
| sheroos Mary Ann Simons A AnnualLsave 10/182000 10182008
f 22005 John D. Anderscn | A Annual Leave | 252009 | 2252008 & Hours
| 1amroos John D. Andersen | AAnnualLsave | 102042000 | 10202000 | .50 Hours
| 1072005 John D. Anderscn | A Anngal Leave | 105302008 | 100302005 9 Hours
| 1072000 John D. Anderssn | AAnnsglLsave 12272009 | 1272002 | 10 Howrs
amm 0 moo

Mary Ann Simons has requested the fTollowing leave:

Type of Leawe: | AAnnual Leave

Date: 1Me200s [0

Prewcus Nobes: | Like, | nesd 1o lave sarly tha day for & Sental apat e}
Time Account  Deductible from  Deductibie to  Entitiement Remaindger
Annual Leave  &Z009 127231/995 E5.63 Hours 4663 Hours
Sick Leave EZZ009 120319959 E5.63 Hours B5.83 Hours
Holdey Comp | ST2005 127005 7.20 Howrs T.50 Hours




Approve Leave Requests

SEEIS

South Carolina Enterprise Infor

If you approve the
request, the second
step of the leave
approval process
displays.

During this step the
employee’s request is
displayed again.

To approve the request,

click the Approve
Request button.

i Approve Leave Reguests

Dizplay and Edit Review and Send

Type of Leave: A Annual Leave
Date: on Monday, October 15, 2009

1 Previous E—tep| | Approve Reguest

Mary Ann Simons has requested the following leave:




Approve Leave Requests SEEIS

After approving the request,

the next screen indicates
that you have Completed
the leave approval process
for that employee.

NOTE: The Approve
Another Absence link does
not work if you are
approving leave requests

from the Universal Worklist.

I Approve Leave Requesis

b M) N 3 0

[ L1

Completed

H You have approved the leave request.

What do you want to do next?
Approve Ancther Absence

You have approved the following leave request

Requester: Mary &nn Simonz
Type of Leave: A Annual Leave
Date: on Monday, October 15, 2005




Approve Leave Request SWEIS

Add Leave Approval Simulation.

Check to verify simulation has no changes



Lesson 3 Summary SWEIS

@ You should now be able to:

— Access and approve or reject employee leave
requests
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Lesson 4 Learning Objectives SWEIS

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

— Understand how to access and view the team calendar



Team Calendar

SWEIS

South Carolina Enterprise Information System

To access the Team Calendar from the Detailed Navigation area, expand
the My Team folder and either click:

1. Team Overview or
2. Employee Working Times folder > Team Calendar

[4] ]
I Detailed Navigation

.

L

I Team Calendar

» [0 My Work Overview
+* [ My Team 1

+ [J Employee Information

= General Information

= Compensation Information
* [J Employee Working Times.

= Approve Time Sheet Data

= Approve Leave Ri qests
= Team Calendar 2
- W

= (Organizational Profiles
* [ My Reports
= Reporting

I Services

Team Overview

Employee Information

= General Information

= Compensation Information

Display Data for: |Directly Subordinate Employees || for: [March [=]in: [2011]+] [ start|

2011 March
Tue Wed ThuFri Zat SunMon Tue Wed Thu Fri Sat Sun Man Tue Med Thu Fri Sat SunMon Tue Wed ThuFri 25t SunMon Tue Wed Thu
0l 02 03 o 05 05 07 0F 09 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 23 29 IR
Tezzie Melanie Cabrera

Erica Bonita Couture
Evangeline Marisol Couture
Oebra Pansy Dutton

Corrine Racheal Gaghne
Paulette Allison Hathaway
Santa Deloiz Helm

Maria Tanisha Hoffman

Absent Multiple Entries Sent Leave Request . Lesve Delstion Requested Attendance Holiday

Data of 3252011 12:08:07 PM Refresh

*NOTE: Attendances will not appear on the team calendar until approved and posted.
*NOTE: An attendance approved today will display on the team calendar the next day.




eam Calendar SEEIS

South Carolina Enterprise Information System

[L g ) P sy

The Team Calendar/Team Overview displays scheduled absences and pending leave
requests for your employees for the current month.

Other months can be displayed by selecting a month from the drop-down menu.
Select all employees to display data for both direct and indirect reports.

If changing the month, you must also click the Start button for the appropriate
month’s information to change.

For employees who transfer departments within an agency, the screen is a snapshot
for an entire month and will not change during the current month. The list of
employees on the calendar is static and will not change until the beginning of the next
month.

e R B

l Eimrtodlarch Flawicalioes -F I Toarm Calesmndar I
= [2) My Wk Cvery e y T 1 1] =
Sy i I Cimpiay Bats Tor  [Greotn Bubermnans Empyees [] for | Soumnss =] o [Z6oe =] [[Stas
= (3 My Team T
= Tasam Crvaerismsws Tiraa Fer-i Sat Sun Hon Tue Eed Thea Fri Sat Soes Hon Tes Wed Tha Fri Sat Sees Bon Toe bea Thes Fei Set Son Bon Tus Eed Thea Fri Sat
-0 By e o e e ol o2 O e 00 O OF Of o9 10 11 12 13 14 1T 18 17 48 19 20 2 I 23 24 20 I8 I 28 8 330 M
= RS B T EaTn Jokwy Do fArseracn
= Hichelle 5. Dickerson
=[O0 Empgloyes YWorkirsg Temos
= spprowe Teme Shoot Date Thaooors Hoors

Wilbiows J. Sslwvators
= Taam Calendar
= 3 By
. My R T Tt Bbuiikpie Enuses Sant [l Deistion eguesied
Dats of 10000 30T-43 PiA Hat l:




Lesson 4 Summary SWEIS

@ You should now be able to:
— Understand how to access and view the team calendar
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Lesson 5 Learning Objectives SWEIS

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

— Create substitutions



Substitutions

SWEIS

South Carolina Enterprise Information System

As a Manager you can identify a substitute to handle approvals temporarily in your
absence. The items in your Universal Worklist (Manager Self Service home page) will be

accessible by your substitute during your absence.

To assign a Substitute, scroll to the upper-right portion of the worklist and click the =
icon. Then select Manage Substitution Rules as shown in the graphic.

Note: Substitutions for items in the Universal
Worklist (e.g. leave requests) will need to be
approved by the agency’s Time Approver if
another manager has not been substituted.

Bl B | )

Create Tazk

=how Filters Hide Previepy =,

I Universal Worklist

Refresh
Perzonalize Wiew

6

Flesar

s | MNotifications | Tracking

Show: [New and In Progress Tasks (9/9)[=|[Select a Subview...  [=][an [=]
 Subject 2 1 From = sent
| | Approve expense report of John D. Anderson =5 esstrains, Sep 22, 2009
| John D. Anderson's Leave Reguest = [ [ esstrainb, [ Oct 7, 2009
| John D. Anderson’s Leave Reguest = [ | esstrainb, | Oct 7, 2009
I John D. Anderson's Leave Reguest = [ esstrains, Today
| John D. Anderson’s Leave Reguest = | [ esstrainb, [ Today
B AU1.D: Create Pos.'rtiun {SE) = | | Craig, Williém | Yesterday
| John D. Anderson's Leave Reguest = | [ esstrains, | Oct 10, 2009
,_ John D. Anderson's Leave Reguest =, | | esstrains, | Oct 7, 2009
I John D. Anderson's Leave Reguest 5 | esstraink, Sep 22, 2009

HES § EH=H

E13

Ho

Norm.

Normal

Normal

[ Normal
. Normal
[ Normal
[ Normal

Normal

@

1 Due

1 Sep?l,

Create Task

Show Fitters Hide Preview =

Refresh

Personalize View
(% Manage Substiution Rules

| Displa*Connection Status

R Y
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« After clicking the Manage Substitution Rules the window shown here displays.

* Note: If you already have a substitution rule in place it will be displayed in the table.
One option is to turn the rule back on. Or, to continue the substitution process, click
the Create Rule button.

Manage Substitution Rules

You can view and manage your task substitution rules. You can make an assignee receive your tasks, or you can set an assignee to fill in for you (for example, in caze you are
unexpectedhy absent). You can create several substitution rules to cover all cases. Y'ou can also see other users' substitution rules involving you, and you can take over another
uzer's tazks (if this user has allowed you to 'fill in’).

| Create Rule... || belet& || Refresh |

Tazsks Homings What To Do Status Rule Activation

- |- [Rowlojora - |- | -




Substitutions — Receive My Tasks SEEIS

You must identify your substitute by searching for his or her name.
In the example shown, we searched for ESSTRAIN4 and the name appears in the
Current Selection list.

NOTE: all employees throughout the state —— [2] @

with that name will be listed. However, totie Buia. = Set Rl Acthnton

substitutions are only allowed for a manager ,,.ee [ |[Select...
within the same agency who has the MSS ‘ ’
security role. T e

To identify the correct employee if more than | Search For Names: [ESSTRAING || Search |

one of the same name appears, click on one Current Selection

of the names and you will see the employee’s ‘5“”“m

user id, phone number and/or e-mail address.
Use these items to identify the correct person.

Click the far-left column beside the name and
click the Apply button. L Apply | Cancel]




Substitutions - Receive Tasks (cont.) SWEIS

* Next, the Nominee’s (substitute’s) name appears in the Nominee field (in this
example, esstrain4 appears).
* Now identify which tasks are to be assigned to the substitute.

Create a Substitution Rule

You can define which tasks you want to assign to a nominee. “ou can either make the nominee recenre yvour tasks (for
example, when you go on vacation}, or you can allow the nominee to fill in for yvou (for example, in case you are
unexpectedhy absent)

b [1] 2 0
Define Rule Set Rule Activation
[essiraind | Select_|
Assign These Tasks:  Fall =

The nominee is the substitute for all
tasks

I'Want the Mominee To: & Receive My Tasks

“ou hand owver tasks to the nominee for the duration of your planned ab=ence; in the next step
wvou can =et a start date for this rule

" Fill In. For Me
If vou are unexpectedhy absent, the nominee can take owver yvour tasks completehyr

| Mext »|| Cancel ]




Substitutions

In the | Want the Nominee To area, select:

Receive My Tasks or

Fill in For Me

In this example, Receive My Tasks was selected. Click the Next button.

Create a Substitution Rule

Wou can define which tasks yvou want to assign to a nominees. ¥ ou can either make the nominee receive your tasks (for
example, when you go on wvacation}, or you can allow the nominee to fill in for you {for example, in case you are
unexpectedhy absent)

Define Rule Set Rule Actieation
Mominee: | || select...
Aszsign These Tasks: |AII | - |

The nominee is the substitute for all
tazks

| Want the Nominee To: & Receivre My Tasks

“ou hand over tasks to the nominee for the duration of vour planned ab=sence; in the next step]
wou can set a start date for this rule

¢ Fill In For Me

If wou are unexpectedly absent, the nominee can take owver your tasks completehy

| Next * ][ cancel

SWEIS

South Carolina Enterprise Information System
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After clicking the Next button, you can identify whether you want the substitute to begin
receiving your items At Once, or you can specify a specific Date by clicking the On radio

button and typing in the effective date or selecting the effective date from the drop down
calendar.

After identifying when the rule should be activated, click the Save button.

Create a Substitution Rule

“ou can define which tasks yvou want to assign to a nominee. You can either make the nominee receive your tasks (for example, when you go on vacation),
or you can allow the nominee to fill in for you (for example, in case you are unexpectedhy absent)

— 2 =
Define Rule Set Rule Activation

On saving, turn the following rule on:: & 0p - The rule will be enabled

& At Once

) On | ER
(" Off - The rule will not be enabled
“ou can turn the rule on or off at any time on the Substitution Rules Management screen.

| 1 Previous ||| Save | Cancel |




Substitutions — Fill In For Me SWEIS

When you select “Fill in For Me” the substitute must select “Take Over” to accept.

Task Hastory,, L2
¥

Manage Substitution Rules

ou can view and manage your task substitubon rules, You can make an agsignes receive your fasks, or you can set an assignes to fill in for you (for
ExAmpie, in CASE you ane unexpeciedly absent). You can creale several substtution rubss o cover al CAsEs. Y ou Can also see oiher USErs substiuton
rules mvolving you, and you can take over ancther users tasks (if this user has allowed you to “fill in

Task Owner Tasks What To De
Poore, Christopher 21 Filln

The Substituted Manager must select
“Take Over” if the Fill in For Me option
is selected.




Substitutions SQEIS

To resume your approval responsibilities upon your return, use the Turn Off feature found
in the My Substitution Rules area. The button toggles back to Turn On.

If you are out of the office again, instead of going through the steps just identified, you
can go to this work area and click the Turn On the rule.

NOTE: After creating the Substitution, check the Rule Activation column to ensure the
status is Successful. If Problems Reported appears as the status, click the link and
select Fix Problem.

Manage Substitution Rules

Y ou can view and manage your task substitution rules. % ou can make an assignee receive your tasks, or vou can set an assignee to fillin for you (for
example, in case you are unexpectedly absent). You can create seweral substitution rules to cover all cases. You can also see other users’ substitution rules
inwohring you, and you can take over anocther user's tasks (if this user has allowed you to "fill in"}.

| Create Rule... E DeleteE Refresh |
Tasks MNominee What To Do Status Rule Activation
'_ Aldl esstraind Receives my tasks Ongoing Successful |@

HEE 0§ EE8
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Add Universal Worklist (Substitution) Simulation

Check to see that steps have not changed.
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@ You should now be able to:
— Create substitutions
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Lesson 6 Learning Objectives SWEIS

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

— Access organizational profiles
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« To access the Organizational Profile expand My Organization folder, then click
Organizational Profiles to display details of your organizational unit (department), as
well as the lower-level organizational units under your area of responsibility.

* The positions for the Organizational Unit are displayed as active links. Click the
position link and a new page launches to display the position details.

« The list can be sorted on any column. To sort, click the arrows to the right of the
column name. Additional displays can be used via the 'Filter' button.

Display: :Drganizatiun al Information ﬂ

| Personalize || Fiter On |

Organizational Unit = Organizational Unit ID 5 Manager = CostCenter D 5 Cost Center D =
BUSINESS FILINGS | 20000996 Liz Rosanne McKenzie | HR Payroll E0B0HRPAY
HEER § HEH

Data as of 2/25/2011, 12:35:59 PM Refrezh

General Description Iﬁ Position Holders
Ho data available Organizational Unit BUSINESS FILINGS
Position Position I Hoelder
A ti
— [l ADMINISTRATIVE SPECIALIST Il | 60008643 | Occupied

Organizational Unit BUSINESS FILINGS Administrative Specialist I 60008635 | Vacant
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You can use the Organizational Profiles tool to display details of your organizational unit
(department), as well as lower-level organizational units under your area of responsibility.

I Organizational Unit Search

=i

QOrganizational Unit Selection: |AII Organizational Units |V|

Digplay: |Organizational Information [+ |

Organizational Unit 2 QOrganizational Unit ID 2 Manager =

AGRICUL TURAL SERVICES DNISION | 21000187

FRUT & VEGETABLE DEPARTM 21000195
GRAIN DEPARTMENT . 21000195
LIMESTOCK DEPARTMENT . 21000197
KARKET NEWWS DEPARTMENT l 21000198

L= |- Row] 1jof6 [~ = =]

I General Description

Michael M. Carroll
| Michal M. Carroll |
| Michael M. Carroll |
| Michasl M. Carroll |

Michael M. Carroll |

[ Customizes Layout || Fiter On |
Cost Center ID = CostCenter D &
COMMISSIONER'S OFFIC | P150A00010
COMMISSIONER'S OFFIC. . P160A00010
COMMISSIONER'S OFFIC . P180ADOO10
COMMISSIONER'S OFFIC . P160AD0010
COMMISSIONER'S OFFIC . P160A00010

Dats as of 10/8/2009, 3.15:30 PM Refresh

=][F] | position Hoiders

B

HNo data available

I Accounting

Organizational Unit AGRICULTURAL SERVICES DIVISION
‘Posttion ID

Position

Iil ADMINISTRATIVE SPECIALIST |

Organizational Unit AGRICULTURAL SERVICES DIVISION

Company Code: State of South Carclina
AGRICULTURE DEPARTMENT

DEPARTMENT OF AGRICULTURE

Business Area:
Perzonnel Area:
Perzonnel Subarea:
Controling Area: State Of South Carclina

Cost Center: COMMISSIONER'S OFFICE

ADMINISTRATIVE SPECIALIST -
ADMINISTRATIVE SPECIALIST -
ADMINISTRATIVE SPECIALIST -
ADMINISTRATVE SPECIALIST -

61003695

51003694 |
1003683
61003602

61003591

BER 'H GEH

: I Cost Distribution

Holder
Vacant
Vacant
Multiple
Muttiple
Muttiple

ol
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On the top of the Organizational Profile page, select the Organizational Unit whose

information you want to review.

As in other Manager Self Service applications, the Organizational Unit’s information will

be displayed on other parts of the page.

As an example, select Agricultural Services Division, and that unit’s information will be

displayed on the next page.

I Organizational Unit Search

Organizational Unit Selection: |AII Organizational Units |‘-'|

Digplay: |Drgﬂnizatiunal Information |‘-'|

-1 [Rew1jof6 |~ |=]=]

Organizational Unit “ Organizational Unit D 2 Manager =
AGRICULTURAL SERVICES DIVISION | 21000187 Michael M. Carrol
FRUIT & VEGETABLE DEPARTH 21000195 ' Michael M. Carroll |
GRAIN DEPARTMENT | 21000195 ' Michael M. Carroll |
LIVESTOCK DEPARTMENT | 21000197 Michael M. Carroll
MARKET NEWS DEPARTMENT 21000193 Michael M. Carroll

| Customizes Layout || Filter On |

Cost Center ID 2 CostCenterlD =
COMMISSIONER'S OFFIC | P160ADD010

COMMISSIONERS OFFIC - P180A00010
COMMISSIONER'S OFFIC . P180A00010
COMMISSIONER'S OFFIC | P180AO00O010
COMMISSIONER'S OFFIC | P180A00010
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The unit’s information is now displayed and it includes:
» Accounting information, and
* Position Holder information.

Click the position title in the Position Holders area to see additional detailed information.

Accounting I Position Holders
|
Organizational Unit AGRICULTURAL SERVICES DIVISION E{}rganizatinnal Unit AGRICULTURAL SERVICES DIVISION
Company Code; Siate of South Carolina _ pﬁ,ﬁm pmn Holder
Buginess Area: AGRICULTURE DEPARTMENT ' ADMINISTRATIVE SPECIALIST | 81003695 | Wacant

Perzonnel Area: DEPARTMENT OF AGRICULTURE | AﬁhﬂNlSTHATNE EPECMLIET | E1ﬂﬂ-ﬂﬁiﬂ# | Vacant [
Perzonnel Subarea: | 1 T I : {
ADMINISTRATIWVE SPECIALIST | 61003693 | Multiple
Controlling Arsa: State Of South Carolina | | : . : {
Cozt Center: COMMISSIONER'S OFFICE | =L B T SPECMLET | . | _Mm_ |
ADMINISTRATNE SPECIALIST | 61003691 | ]

laEn "m cos
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The Position titles, information specific to that position is now displayed and includes

information on the following: Position Description, Accounting, Compensation,
Employee who holds the position, Cost Distribution and Employee Group.

Position Profile
K

| History,

I Position Description E‘ I Position Holders li‘
No data available Position ADMINISTRATIVE SPECIALIST I
Holders Capacity (%) Hours/Week
I Accounting = 0 a7s
Position ADMINISTRATIVE SPECIALIST I
Company Code: State of South Carolina
Business Area: SECRETARY OF STATE
Personnel Area: SECRETARY OF STATE
Personnel Subarea: ADM-ADMIN SWVCS
Controlling Area: State Of South Carolina | || || | Huwnﬂ | || || ‘
Cost Center: HR Payroll
I Cost Distribution ]
‘Compensation e
I E‘ Position ADMINISTRATIVE SPECIALIST I
Position ADMINISTRATIVE SPECIALIST I Controling Area Cost Center Order WBS Element Percentage
State Of South Carolina | ADMINISTRATION 100
I Vacancy =
No data available
(= =1~ o] josi - [~ ] =]
I Employee Group ]

Position ADMINISTRATIVE SPECIALIST Il
Emplovee Group: CLASSIFIED FTE
Employee Subgroup: FT-ME W/NS & LV

[T
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@ You should now be able to:
— Access organizational profiles
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Lesson 7 Learning Objectives SWEIS

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

— Access and run select reports
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To access manager reports from the Detailed
Navigation area, click My Reports.

Manager Self-Service

Overview | Organizational Chart

Reporting
[4]¥] 1
| petaited Navigation ] MANAGER SELF-SERVICE REPORTS
» 0O My Work Overview .
Queries
» O My Team
O3 M:: Orggnizaﬁun Display Working Time and Approved Leave Emergency Contact Report
*[J My Reports
. Time Management
= Reporting g
Employee Work Schedule
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The Manager Self-Service Reports screen
contains a list of available reports and queries:

Display Working Time and Approved
Leave Report — shows time entered by or
on behalf an employee, as well as an
employee’s approved leave.

Employee Work Schedule — shows the
planned working time for an employee each
day, as well as the Work Schedule Rule
(WSR), also known as the Personal WS.
The WSR defines the expected daily,
monthly and annual work hours. It also
defines the number of expected work days
used to determine when an employee will
accrue leave and drives shift premiums for
eligible employees. It is tied to the Holiday
Calendar.

Click on the item you wish to view.

Hlnager Self-Service =ser Access

MAMAGER SELF-SERVICE REPORTS

Oueries

Dizplay Working Time and Approved Leave Repor

Time Management

Employvees Wiork Schedule
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After selecting a report or query, the
Launchpad for Reports screen
appears. This screen allows you to
determine the time period and
employees you will use to run the
report or query.

First, identify the time period for
which you wish to view information.
Choose the Period you wish to view
and choose or key in the Date.

Then, choose the group of
employees you wish to view in the
Selection field.

F

Launchpad for Reports

I LPA Reporting

Periond | Today

|+ | Date | 9/302010

Selection: | Direct Reports

[=]

1]

| Select Al || Deselect A1 |

=Y

Employes = D

Alice Charmaine Ho 10011877

Sun Cakurn 10011767

Lou Hager 10011977

Fakian Casey MoCord | 10011967

Alden Erik Bartley 10011907
HEE [ EEH8

Report Resut #

o W T W T 4p
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Finally, from the list below, identify
the specific employees whose
information you wish to view.

For All Employees-
Click the Select All button to run the
report for all of your employees.

For Some Employees-

Hold the CTRL key as you click in the
column next to each employee's
name whose information you want to
review.

Once you have identified the
employee(s) who you want to run the
report on, click the Report Result
button.

The report opens in a new window.

F

Launchpad for Reports

I LPA Reporting

Period | Today |+ | Date | 9/302010

Selection: | Direct Reports | = |

| Select AII|]| Deselect All |

Employee = D

Alice Charmaine Ho 10011877
Sun Cokurn 10011767
Lou Hager 10011977
Fakian Casey MoCord | 10011967

Alden Erik Bartley 10011307

HER 0 EHEH

Report Resut #

o W T W T 4p
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The Display Working Time and Approved Leave Report shows all time entered by or an
behalf of an employee, as well as approved leave requests. This information is based on the
requested time period and employee(s) you selected. NOTE: All Approved Leave will show
HRADMIN by default in the Approved by field.

Launchpad for Reparts Histary, Back Forward [=
]
I Details || Sort in Ascending Order || Sortin descending order || SetFilter ” Total || Subtotals.. | Frint Preview || Local File.. | [Aail Recipient | ABC Analysis | Graphic || Change Layout || Select Layout. || Kare J

MSS Display Working Time and Approved Leave

TPersonnel Humber Lastname  First nams Aftisbsence tipe |'E|a‘te Frc:l:essing status tHours [2tart time End time Amount Created by Approved by Apprioval date
10002406 Bames Chantel Aftendance hours 03072011 Released for appraval 4.000 (0B:00:00 12:00:00 0.00 CCPOORE i

Bames Chaniel Attendance hours Relzased for approval 4500 [13:00:00 17:30:00 0.00 CCPOORE
03/07/2011 = 4.500

Bames Chanfel Atendance hours 03/03/2011 Approved 4.000 0E:00:00 12:00:00 0.00 CCPOORE CCPOORE 03/03/2011

Bames Chanfel Attendance hours Approved 3.500 |00:00:00 Q0:00:00 0.00 CCPOORE CCPOORE 03/03/2011
030312011 - 7.500

Bames Chanfel AflEndance Nours 03022011 Approved 2. 000 (080000 120000 0.00 CCPOORE CCPOORE 03032011

Bames Chanfsl Atendance hours Approved 4.000 [13:00:00 17:00:00 0.00 CCPOORE CCPOORE 03iD3i2011
03/02f2011 . 8.000

Bames Chanfal Atendance hours 03/01/2011 |Approvad 4.000 [08:00:00 12:00:00 0.00 CCPOORE CCPOORE 03/03/2011

Bames Chantel Attendance hours Approved 3,500 13:00:00 16:30:00 0,00 CCPOORE CCPOORE 0032011
03012011 = T.500 7]

Bames Chantel Aftendance hours 02:28:2011 Approved 4.000 (08:00:00 12:00:00 0.00 CCPOORE CCPOORE 03032041

Bames Chanfel Aftendance hours Approvad 3.500 [12:00:00 16:30:00 0.00 CCFOORE CCPOORE 03/03/2011
02282011 [ 7.500

Bames Chanfel Aftendance nours 02/25/2011 Approved 2.000 (08:00:00 12:00:00 0.00 CCFOORE CCPOORE 02i26/2011
02/25/2011 - 4.000

Bames Chantel Aftendance hours 02/24/2011 |Approved 4.000 |08:00:00 1200000 0.00 CCPOORE CCPOORE 0212612011

Bames Charitel Altendance hours Approved 3.500 (12:00:00 16:30:00 0.00 CCPOORE CCPOORE D2126/2011
0224201 . 7.500

Bames Charital Aftendance hours 02/23/2011 Approvad 4.000 |0E:00:00 12:00:00 .00 CCPOORE CCPOORE D2126/2011

Bames Chantel Aftendance hours Approved 3.500 (12:00:00 16:30:00 00 CCPOORE CCPOORE 0226/2011

Bames Chanfal Adnnual Leave Approvad §.000 |00:00:00 00:00:00 0.00 CCPOORE CCPOORE 0310/2011
0212312011 = 15500

Bames Chanfel Attendance hours 02/22/2011 |Approved 3.500 [12:00:00 16:30:00 0.00 CCPOORE CCPOORE 021262011

Bames Chantel Attendance hours Approved 4.000 [0€:00:00 12:00:00 0.00 CCPOORE CCPOORE O226/2011

Bames Chanfel AANNUEl Leave Approved 2000 (080000 12:00:00 0.00 CCFOORE CCPOORE 02126/2011

L bl R R - 44 EAM
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The Employee Work Schedule shows the planned working time for an employee each
day. If you scroll to the right, you will also see the WSR, as well as a description of the
WSR. For example the description “M 7.5, TWH 10, F 4hrs” indicates the employee is
expected to work 7.5 hours on Monday, 10 hours on Tuesday, Wednesday and Thursday,
and 4 hours on Friday and his regular off days are on Saturday and Sunday.

4

Launchpad for Reports

History, Back

I| Details || Select Al |[ Deselect All |[ Sortin Ascending Order || Sortin Descending Order || Set Filter || Total || Print Preview || Local File... || Mail Recipient |[ ABC Analysis || Graphic || Change Layout.. || More..J

Personal work schedule

Key date: 03/28/2011

“Pers.Mo. [“Mame Date

[pay [pws |pailywstet  [stat  |End | PiHrs Personal ws  |Description
10002041 Christoper StewartMlcCa  03/28/2011 (MO 7501  7.5hrDay Shit  |01:00 0100 | 7.50 DRGI 517 5, Day, Sa5-0
| 10002141 Lucio Erik Kramer 02/28/2011 |WMO |75D1 |7.5hrDayShit  |01:00 0100 | 7.50 DRG1 517 5, Day, Sa%5-0
| 10002176 Laurie Ethel Schultz 03/28/2011 |MO |75D1 |7.5hrDay Shit  |01:00 0100 | 7.50 DRGI 517 5, Day, Sa5-0
|| 10002196 Amnulfo Inin 03/28/2011 |MO |75D1 |7.5hrDay Shit  |01:00 0100 | 7.50 DRGI 517 5, Day, Sa5-0
: 10002406 Chantel Harriet Barnes 03282011 MO |OFF Marmal Day Off 0.00 |[RT10 ahr Rotate Sft- 123
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@ You should now be able to:
— Access and run select reports
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Course Summary SWEIS

@ You should now be able to:

— Log on and navigate within the MySCEmployee
Manager Self Service website

— View employee general information and compensation
information

— View the team calendar

— Approve or Reject employee leave requests
— Create substitutions

— View organizational profiles

— Access and run Manager Self Service reports
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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



