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MySCEmployee General Questions
What is MySCEmployee?

MySCEmployee is a self-service website that provides state employees with an easy and convenient way to update their personal information and manage work-related transactions. Using any computer with an Internet connection, state employees will access MySCEmployee’s functionality to manage working time, leave requests, access pay statement, maintain direct deposit information and more.

How will an employee log into MySCEmployee?

Each active employee will be given a user name and password to access MySCEmployee. When the employee accesses the website, he/she will be asked to enter a user name and password. Upon successfully logging in, he/she will be directed to the MySCEmployee home page and will be able to access Employee Self Service and Manager Self Service, if applicable.
If an employee forgets his or her user name and password, can an agency handle this internally?

For the MySCEmployee website and for core Enterprise Core Component (ECC) users, those who have direct access to the backend of the database, a service desk ticket must be logged with the SCEIS Service Desk. Employees may change their password in MySCEmployee and in Citrix without having to go through the service desk.

How can an employee who does not have a computer in his/her work area access MySCEmployee?

There are several options if an employee does not have computer access at work. MySCEmployee is accessible from any computer that has an Internet connection. Therefore, if the employee has a computer and Internet access at home, he/she can assess MySCEmployee from home and make any necessary changes. In addition, managers and human resources departments will have the capability to make changes on behalf of employees. Agencies may also set up computer kiosks to allow employees the opportunity to access their information in a designated location using dedicated computers at their worksite.

If an employee does not have computer access, can he/she give his/her password to another employee to make changes on his/her behalf?

It is not recommended that an employee share his or her password with other employees. If an employee needs changes made and is not able to access MySCEmployee, the employee's manager and the agency’s human resources office will have capability to make changes on behalf of the employee.
Will employees have to enter their information, especially bank information, after go-live? 

No, an employee’s personal information (including name, mailing address, bank information, etc) will be automatically loaded into the system for them. However, after go live employees are encouraged to log in and review their information to ensure that it is correct.
Will SCEIS allow an employee to access MySCEmployee beyond his or her termination date? 

Yes, SCEIS will allow an employee to have access to MySCEmployee for 30 days beyond his or her termination date, to allow the employee to update address information. This will prove beneficial to the agency for W-2 delivery requirements.

How does the system prevent an employee from changing personal data of another employee?

Every employee in a SCEIS agency will be given a unique user ID and password to access the system. The employee will use that log-in to access his/her personal data. Unless the employee has been assigned to a security role in the system by the SCEIS team in conjunction with the agency during role mapping that allows him/her to view or maintain other employees' information as part of his/her daily tasks (i.e., HR Administrator, Time Administrator, or in some cases a manager entering information into Employee Self Service for employees without access), he/she will not have access to any employee's personal data besides his/her own.

Will an employee be able to change his/her name, address, marital status and date of birth using Employee Self Service?

Employee may view all of this information in MySCEmployee. Additionally, employees will be able to maintain an address for his/her permanent residence as well as a mailing address if the employee has a separate mailing address. Employees will be able to make changes to his/her permanent residence and a separate mailing address in MySCEmployee. Since changing the other types of information requires additional paperwork and approval from outside organizations, the employee will continue to submit the required paperwork to his/her agency’s human resources office for changes such as name change, date of birth, etc.
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 My Employee Search
What employee information will be available in the Who's Who search function?

The following employee information will be available under the Who's Who search function in MySCEmployee: name, email address, phone number, agency and division/department.

Will access to the information in the Who's Who search function in MySCEmployee be accessible by the general public or be limited to only state employees?

Only state employees will have access to information in MySCEmployee.

Will the Who's Who search function replace the state phone directory?

This feature of SCEIS is not intended to entirely replace the state phone directory.
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  My Pay
Will employees continue to receive a pre-printed pay statement each payday?

For employees paid through direct deposit, a printed pay statement will no longer be distributed each payday. Instead, through MySCEmployee, employees will now have online access to their current and past pay statements. Past pay statements will only be available from the date of go-live for the employee's agency.

Will employees be able to change their direct deposit information using MySCEmployee?

Employees will be able to change the bank information that he/she uses for direct deposit. MySCEmployee provides the option of depositing an employee's check into two different bank accounts.
If I am setting up a new primary or secondary direct deposit account through Employee Self Service, am I still required to provide a voided check?
No, employees will now enter this information directly into MySCEmployee. On the appropriate edit screen, employees will see a copy of a standard check indicating where the bank routing number and account number appear. This is the information employees will need to edit an existing account or set up a new account.
Will an employee be able to change his/her state and federal tax withholdings using MySCEmployee?

Yes, employee will be able to change withholding information such as filing status, number of exemptions, and any additional withholdings.
Will an employee be able to manage his or her voluntary deductions in MySCEmployee?
Yes.  An employee can create, change or stop a voluntary recurring or one-time deduction in MySCEmployee.

Will an employee be able to manage savings bonds in MySCEmployee?
Yes.  An employee can create, change or stop a deduction for the purchase of savings bonds using MySCEmployee.
Can an employee continue to receive employment and/or salary verifications for applying for loans and other valid reasons from his/her human resources/payroll office?

Yes. An employee will have the capability of requesting employment and salary verifications through MySCEmployee. The employee will have the ability to request that employment and salary verifications be sent by his/her agency's human resources/payroll office via fax or mail.
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 My Time
How will a non-exempt employee report working hours each day?

A non-exempt employee will be able to enter his/her daily working hours into a timesheet using MySCEmployee. If an employee does not have access to a computer, his/her manager or an individual assigned by the agency to serve as a time administrator will have access to enter the employee's working hours based on the hours that the employee provides. An employee's manager will then approve the employee's working hours in Manager Self Service. 
How frequently will employees have to enter time into the system?

The SCEIS HR/Payroll Project Team recommends that working time be entered on a daily basis.
Where can employees see that their working time has been approved in MySCEmployee?

To view the status of time approval, employees have two options.

1. They can click the My Working Time link from the MySC Employee overview page and review the messages under the Record Working Time link.  Employees will see messages telling them the date through which their time submission has been approved. 

2. Employees can also click the Record Working Time link and then click the Enter Daily Time tab.  They can input the date they want to view time approval for and then click the Details link.  Employees will then be able to view the status of time that has been submitted for manager approval.  The screen displays the time submission details and messages that inform the employee that the time has been approved or rejected.

Will an employee be able to submit leave, such as annual leave or sick leave, through MySCEmployee?

An employee will be able to request leave through MySCEmployee. In MySCEmployee, employees complete a request form, which will be forwarded to the employee's supervisor for approval in Manager Self Service. 
Will an employee be able to change or delete a leave request after it has been submitted or approved?
Yes, an employee will be able to either change their leave request or delete their leave request after it has been submitted, but before it is approved. After a leave request is approved, the employee cannot change the request, but he or she can delete it for up to 30 days after the leave date has passed. When an employee deletes a leave request that has already been approved by the supervisor, that deletion will workflow to the supervisor for approval.
If an employee does not have enough leave accumulated, will he/she still be able to request leave?

No, at the time that an employee requests leave, the requested leave hours must already be in his or her quota (leave) balance.
Will quota balances reflect pending leave requests?
When an employee submits a leave request, the number of hours requested for leave will automatically be deducted from the employee quota (leave) balances even though his/her manager has not approved the request yet. If the manager were to reject the leave request, the hours of leave that had been requested will be added back to the employee’s quota balances.
Will an employee be able to see leave balances, such as the amount of annual and sick leave available?

Yes. An employee will be able to view available leave balances such as annual and sick leave, as well as any comp-time the employee may have available in the Quota Overview section of MySCEmployee. Available leave balances will be reflected as of the day before the date the employee accesses the information.
Will the system know when an employee reaches his or her 10-year anniversary to begin accruing annual leave at a higher accrual rate each month?
Yes, the system has been configured to meet South Carolina specific policies and procedures.
In Employee Self Service, is the employee's leave statement based on real time information? Will the leave statement reflect pending requests?

For the Time Statement in the website, this report pulls leave balances from the backend of the database or ECC. Therefore, the Time Statement will include all information that has been approved since the last time in which Time Evaluation has run. The Time Evaluation program runs automatically each evening. Reviewing balances in Employee Self Service is different. The balances shown in MySCEmployee reflect all requested leave whether it is approved or not.
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 My Travel
How will an employee submit requests for travel reimbursements in SCEIS?

MySCEmployee, through the travel management module, has the capability for an employee to enter travel requests and reimbursements online. Once an employee enters his/her travel information, this information is forwarded for approval.

[image: image8.jpg]


 Manager Self Service
What information will a manager/supervisor be able to access through Manager Self Service?

All managers/supervisors will have access to view information and print available reports related to their direct subordinates and indirect subordinates. In Manager Self Service, managers/supervisors will be able to view their employees' general data, personal information, salary data, working times and absence days, to name just a few. 

In addition, managers/supervisors will have the ability to initiate certain requests through the use of automated forms. Finally, managers/supervisors will use an inbox, similar to their e-mail inbox, to review and approve certain requests (e.g., leave requests from their employees), monitor tasks, and review notifications.

What is the Related Activities area of Manager Self Service?

This function allows managers to act on behalf of employees who may not have access to a computer or the Internet. Managers are able to assist employees with many of the services that are provided in MySCEmployee. A manager will have one username and password, which will allow him/her to access both MySCEmployee and Manager Self Service. Managers log into MySCEmployee with their own user ID and password and are able to view, edit, and change allowable information on behalf of their employees in the Related Activities area of Manager Self Service.

What is the most efficient method to use in approving leave requests in Manager Self Service?

To approve leave requests most efficiently, go directly to Manager Self Service, click on My Team, then on Employee Working Times, then Approve Leave Requests and approve the pending requests. If you select a work item from the Universal Worklist, the entire Approve Leave application will launch. It will show all the pending leave requests for all employees and then each one will have to be processed. It is recommended that the Universal Worklist be used for alerts only.  
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