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Welcome and Introductions SGEIS

Welcome to SCEIS Leave Without Pay Workshop

@

Introductions

@

Sign-in sheet

@

Restrooms

@

Breaks

@

Parking lot

@

Complete Workshop evaluation at end of class



Classroom Logistics SWEIS

@ Classroom etiquette

— Cell phones off/silence

— No side conversations

@ Feel free to ask questions

@ No email or internet usage during class
except at breaks



Workshop Learning Objectives SWEIS

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

— Explain the Leave Without Pay Changes

— Access reports available via SCEIS HR/Payroll
ECC

— Understand how to access and use the agency
checklist

— (Generate time reports



Workshop Map

South Carolina Enterprise Information System

@ Topic 1: Leave Without Pay Updates
@ Topic 2: PC_PAYRESULT

@ Topic 3: Wage Type Reporter

@ Topic 4: Agency Payroll Checklists

@ Topic 5: Time Management Reports



SWEIS

South Carolina Enterprise Information System

TOPIC 1: LEAVE WITHOUT PAY
UPDATES

TECHNOLOGY



Topic 1 Learning Objectives SWEIS

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

— Recognize the key changes to the Leave
Without Pay formula in SCEIS

— Understand how the new formula iIs calculated



Memorandum dated July 6, 2011 GEIS
_(Office of Comptroller General) SWEIS

@ Due to the fluctuating number of days in pay periods the
current method of computing LWOP resulted in
payments due from employees (claims) and /or
payments due to employees.

@ In order to mitigate these issues, the LWOP formula will
change in SCEIS on July 17, 2011

@ The new method of computing LWOP will begin July
17, 2011 with the first payroll including the new rules
on August 16, 2011.

@ The CG’s office provided a spreadsheet which can be
used to assist you in calculating the new Reduced Semi-
Monthly Payment and Value of LWOP.



Calculation Before 7/17/2011 SWEIS

@ Based on current policy, SCEIS calculates Leave Without
Pay (LWOP) as follows:

@ LWOP (before 07/17/2011)

@ Absence Hours x Hourly Rate = Value of LWOP

@ Semi-Monthly Payment with LWOP (before
07/17/2011)

@ Semi-Monthly Salary — Value of LWOP = Reduced Semi-
Monthly Payment 0



Calculation Effective 7/17/2011 SWEIS

South Carolina Enterprise Inform

@ Effective 07/17/2011, the new formula for calculating
LWOP will be as follows:

— LWOP (starting 07/17/2011)

= LWOP Hours X Semi-Monthly Salary = Value of LWOP
Scheduled Hours*

= Semi-Monthly Payment with LWOP  (starting 07/17/2011)

» Working Hours* — LWOP Hours x 100,000** = % of Hours Factor
Scheduled Hours*

= % of Hours Factor x Semi-Monthly Salary = Reduced Semi-Monthly Payment
100,000**

10



Additional Notes SGEIS

(]

* Scheduled Hours are the number of hours in the pay
period. Working Hours are the number of working hours
In the pay period which varies from Scheduled Hours only
when an employee is hired or separated within the pay
period. Scheduled Hours and Working Hours are the
same unless the employee is separated or hired within
the pay period.

** 100,000 is used as a rounding factor to increase the
accuracy of the numbers. It will reduce rounding errors.
In the formula, we multiply by the factor, and then divide
by the factor.
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South Carolina Code of Laws -
1 41-10-30

South Carolina Enterprise Information System

@ Any changes In the normal hours and wages
agreed upon must be made In writing at least
seven calendar days before they become

effective.
employer
notification
or near the

The statute states further that the
nas the option of giving written
0y posting the terms conspicuously at
nlace of work.
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MEMORANDUM dated July 7, 2011
(Office of Human Resources) SWEIS

@ The Human Resources Division encourages
state agencies to notify all employees of the
change in the method of computation for LWOP

In order to maintain compliance with this
provision.
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New Formula for Computing LWOP
effective July 17, 2011) SWEIS

@ New Formula for Computing LWOP:

— X = Scheduled Hours in a Pay period
— Y = Employee working Hours in a Pay period

— Z = Leave Without Pay ( LWOP ) Hours in a
Pay period

— K = Constant with a Value 100000
— S = Semi Monthly Salary

14



Steps for Calculation SEEIS

@ Steps for calculation:

— A= Employee Working Hrs — LWOP Hrs
~-A=Y-Z

— B= Multiply Calculated Value of A by 100000
-B=A*K

— C = Divide calculated value of B by Scheduled Hours
-C=B/X

15



Steps for Calculation cont. SWEIS

@ Steps for calculation (cont.):

— D = Multiply the calculated value of value of C by Semi
monthly Value

-D=C*S

— E = Final value of Salary= Divide the Calculated Value
of D by 100000

-E=D/K

16



I South Carolina Enterprise Information System

@ For Example:

— A Pay period has scheduled hours of 82.5 Hrs.

— Employee joins after 2 working days (15 Hrs).

— Employee takes LWOP for 10 hrs in a pay period.
— Employee semi monthly salary is $1500

17



New Parameters SWEIS

@ The new parameters with the above formula
are as follows:

— X = Scheduled Hours in a Pay period = 82.5 Hrs
— Y = Employee working Hours in a Pay period= 67.5 Hrs

— Z = Leave Without Pay (LWOP) Hours in a Pay period =
10 Hrs

— K = Constant with a Value 100000
— S = Semi Monthly Salary = 1500

18



New Parameters Steps for
Calculation

South Carolina Enterprise Information System

@ Steps for calculation:
— A= Employee Working Hrs — LWOP Hrs
~-A=Y-Z
- A=675-10=57.5
— B= Multiply Calculated Value of A by 100000
-B=A*K
— B =57.5*100000 = 5750000

— C = Divide calculated value of B by Scheduled Hours
-C=B/X
— C =5750000 / 82.5 = 69696.96
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New Parameters Steps for
- P SGEIS
Calculation cont.

@

Steps for calculation (cont.):

— D = Multiply the calculated value of value of C by Semi
monthly Value

-D=C*S
— D =69696.96 * 1500
— D =104545454.54

— E = Final value of Salary= Divide the Calculated Value of D
by 100000

- E=D/K
— E =104545454.545 / 100000 = $ 1045.45

— The value of the salary that will be paid to the employee is
$1045.45 20



Regular Working Hours Less LWOP
(Examples from the CG’s Memo) i

Regular Working Hours Less LWOP

Information: Fill in yellow highlighted areas ONLY
JSchEduIEd Hours * 82.5

Working Hours * 82.5

LWOPR Hours 10}

Semi-Monthly Salary S 1,500

Rounding Factor** 100,000

Reduced semi-Manthly Payment S 1,318.18

Value of LWOP 5 181.82
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Regular Working Hours Less LWOP
cont.

SWEIS

Formula:
Step 1: Determine % of Hours Factor

|{|{Wurl-:ing Hours - LWOP Hours) / Scheduled Hours) x Rounding Factor = % of Hours Factor
Rounding Factor

(82.5-10 / 82.5) x 100,000 = 0.87873787387879
100,000

Step 2: Determine Semi-Monthly Payment with LWOP

% of Hours Factor x Semi-Monthly Salary Reduced Semi-Monthly Payment

8787878787879 x 51,500 = $1,318.18
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Regular Working Hours Less LWOP
cont.

SWEIS

Step 3: Determine Value of LWOP

LWOP Hours ¥ Semi-Monthly Salary Value of LWOP

Scheduled Hours

10 X 5 1,500.00
82.3

$ 181.82

* Scheduled Hours are the number of hours in the pay period. Working Hours are the number of working
hours in the pay period when an employee is hired or separated within the pay period. Scheduled Hours and
Working Hours are the same unless the employee is separated or hired within the pay period.

** 100,000 is used as a rounding factor to increase the accuracy of the numbers. It will reduce rounding errors.
In the formula, we multiply by the factor, then divide by the factor.
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Working Hours with new hire or separation less SGEIS
LWOP(Examples from the CG’s Memo) e
Information: Fill in yellow highlighted areas ONLY
Scheduled Hours 82.5
Working Hours * 67.5
LWOP Hours 10
Semi-Maonthly Salary S 1,500
Rounding Factor™ 100,000
Reduced Semi-Monthly Payment § 1,045.45
Value of LWQP § 181.82
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Working Hours with new hire or separations@Els5
less LWOP cont.

Formula:
Step 1: Determine % of Hours Factor

{{Working Hours - LWOP Hours) / Scheduled Hours) x Rounding Factor = % of Hours Factor
Rounding Factor

(67.5-10/ 82.5) x 100,000 = 0.696969697
100,000

Step 2: Determine Semi-Monthly Payment with LWOP

% of Hours Factor x Semi-Monthly Salary Reduced Semi-Monthly Payment

0.696969697 x 51,500 = $1,045.45
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Working Hours with new hire or separations@Els5
less LWOP cont.

Step 3: Determine Value of LWOP

LWOP Hours X Semi-Monthly Salary Value of LWOPR

Scheduled Hours

10 X5 1,500.00
82.5

$ 181.82

* Scheduled Hours are the number of hours in the pay period. Working Hours are the number of waorking
hours in the pay period when an employee is hired or separated within the pay period. Scheduled Hours and
Working Hours are the same unless the employee is separated or hired within the pay period.

*#100,000 is used as a rounding factor to increase the accuracy of the numbers. It will reduce rounding errors.

In the formula, we multiply by the factor, then divide by the factor.
26



Topic 1 Summary SWEIS

@ You should now be able to:

— Recognize the key changes to the Leave Without Pay
formula in SCEIS

— Understand how the new formula iIs calculated
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Topic 2 Learning Objectives SWEIS

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

— Execute the PC_PAYRESULT and review
the results

29



Payroll Results (pc_payresult) SWEIS

South Carolina Enterprise Information System

Display payroll results

Selection
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R..| Pers.No|name | -Jpmtdate  |.|For-Peri.|in-Period|StartFP |EndiFP |[oc . Joc . .|p.]r.Jo.].]. Jo.].]. |Endof
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Payroll Results SGEIS

South Carolina Enterprise Information System

@ The symbol in the Results column shows If

there are results for the selected period.
o

- Results exist (green filled square)
- @ No results exist (red filled circle)

- {}You have no authorization to display the results (grey filled

diamond)

Display payroll results

Selection
Personnel number |—|@ |E|
all results from |—|
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Payroll Results

SWEIS

South Carolina Enterprise Information System

=

Personnel number

Edit

Goto Tables  Systern Help

@

2 AH e  SHE EThon BE @

Display payroll results

Selection
Fersonnel number

| =

all results from

[ ]

R E R |

Fersonnel numhbers selected

re | Pers.no.|Mame
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90000033 Richard Wells
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32



Payroll Results

SWEIS

South Carolina Enterprise Information System

=

Eearsonnel number  Edit  Goto

Tables System Help

g

1 0H e CHE fohs DE @@

Display payroll results

Selection

Fersonnel number

all results from
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Payroll Results cont.

SEEIS

South Carolina Enterprise Information System
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Isplay Payroll Results — RT

SWEIS

South Carolina Enterprise Information System

=

FEersonnel number Edit  EZoto Tables System
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Payroll Results

SEEIS

South Carolina Enterprise Information System
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Topic 2 Summary SWEIS

@ You should now be able to:

— Execute the PC_PAYRESULT and review the
results
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Topic 3 Learning Objectives SWEIS

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

— Execute the PCO0_M99 CWTR (Wage Type Reporter)
and review the results
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Report Information SWEIS

@

Description: The PC0O0_M99 CWTR allows
Payroll Administrators to generate reports to
view specific wage types to include
employees In claims status, view total gross
wages and/or net wages, see missing time the
state has paid for but has not been accounted
for by the employee, view variances among
pay periods, etc.

Report Timing: Run after payroll runs and
pefore exiting, during the release for
corrections mode.
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Prerequisites SWEIS

@ Before running the PCO0 M99 CWTR obtain the
following data :

— Personnel area

= Note: To run the PCO0_M99 CWTR report by employee (s) you
need the following data:

— Personnel numbers
— Personnel subarea

— Employee group

— Employee subgroup
— Payroll period

— Wage Type List
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Wage Type Reporter

SWEIS

South Carolina Enterprise Information System

[=
Frogram Edit SGoto Svstem Help

& | D H I @&&Ee&@ ) B0 0S| A sy FEE @0

wage Type Reporter

| Further selections I| = Search help= I | = Org. structure I
Selectian
Persannel Mumber [ [ =]
Company Code E [:%
Fersonnel area ?
Fersonnel subarea ?
Emplovee group —| ?
Employvee subgroup _l ?
Fayroll area l_l E

Fayrall Interval

Feriod To
Favroll type —l to :l

| Fayroll Feriod |

Feriod determinatian

& In-view payroll periods
) Far-view payroll periods

COther selections

Weage Tvpe to |

[1Archived Pavroll Results
[ Di=splay recs with null values

| Object selection |

Cutput
@ SaP List Wiewer Layout “ariant
O ALY Grid Cantrol Layout Wariant
) Microsoft Excel Template PC File

42



Wage Type Reporter —
Selecting the LWOP Variant

SWEIS

South Carolina Enterprise Information System
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Wage Type Reporter —
Selecting the LWOP Variant cont.

SWEIS

South Carolina Enterprise Information System
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Wage Type Reporter —
L\WOP Variant

SEEIS
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Wage Type Reporter Results
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nterprise Information System

T

List Edt Goto Sefings Systern Help

Ul ) JE Al BAR D000 BR QR

Wage Type Reporter

G EN S E TR0 DG

Pers.No. {LastiFiret Name |10 rumber (P |Perconnel Area Text  (For-pe|Put date |PIC6IYT |Long tex|Nunber Amoure
10016513 |TEST, LU0 234200111 (FO30{BUDRET AND CONTROL BOARD) 231116|08116/2011| |10|16081LW0F | 22.50 109,74

46




Topic 3 Summary SWEIS

@ You should now be able to:

— Execute the PCO0_M99 CWTR (Wage Type Reporter)
and review the results
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SWEIS

South Carolina Enterprise Information System

TOPIC 4: AGENCY PAYROLL
CHECKLIST

TECHNOLOGY



Topic 4 Learning Objectives SWEIS

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

— Understand how to use the agency checklist
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Agency Payroll Checklist —
Page One

SWEIS

South Carolina Enterprise Information System

g('EB Agency Payroll Processing Check List:

Pay Period: Y \ to \ \
Mame of Individual confirming completion of this page:

For Payment Date:

TIME/LEAVE

Transaction Code

Purpose of the Review

Confirm
Complete
InitiallDate

Time Interface {central process scheduled
nighithy)

Time Administrators resoclve errors from error
file received from SCEIS (daily as needed)

TIME/LEAVE ENTRY in CATS or CAT2 Enter/Edit/Correct time and cost distribution information on the CATS
MySCEmployee b. CATS APPR_LITE timesheet. View employee work schedules and update daily work
a. Enter time/leave for employes(s) on a daily c. PAB1 schedule substitutions when necessary. Ensure that time related
basis wage types are entered appropriately {on-call, call back, shift
b. Ifapplicable, enter charge objects on the CATS differential codes), Review time entered, warnings and errors.
timesheet for appropriate time entries
c. [Iapplicable, enter premium wage types for
shift differentials, etc.
d. Ensure time entered by an employee in ESS has
been approved, if appropriate in the absence of
a supernvisor and your agency policy
e.  Ensure that a schedule substitution is processed
for temporary work schedule changes, if
applicable
TRAMSFER TIME from CATS and Time a. CATS_DA Evaluate missing time for non-exempt employees, time not approved
Evaluation b. CcAT2 by a supervisor, or unrecorded time. Evaluate time evaluation results
a. Transfer Time (central process scheduled c. ZHRMTR or CATC for time wage types) compared against approved time in CATS_DA for
nighthy) d. PT_QTAalo variances. Review quota information or other absence related
b. Time Evaluation central process scheduled e. PTs0 information to determine if/when employees may be approaching a
nighthy) f.  PT_BALOO LWOP payroll scenario. Ensure premium wage types have been keyed
c. Time/Leave Administrators resolve errors {daily for employees eligible for on-call, call-back, and/or shift differentials,
as needed) etc. Make time entry corrections as needed.
TIME INTERFACES [inbﬂund} IHD26 a. CATS_DA Evaluate missing time for non-exempt employees, time not approved
Kronos/Time Clocks b. ZHRMTR or by a supervisor, or unrecorded time for employees whose time is
*applies to agencies using inbound interface only. CATC updated wvia the inbound time interface. Evaluate time ewvaluation
C. PT_BALOO results for time wage types) compared against approved time in

CATS_DA for wvariances. Review the error report generated by the
system (sent wia email) to resoclve SSMs not found in the system,
missing punches not accepted via the interface, or inactive personnel
numbers.




Agency Payroll Checklist —
Page Two

SWEIS

South Carolina Enterprise Information System

g(IB Agency Payroll Processing Check List:

BENEFITS

Transaction Code

Pay Period: __ %} to N For Payment Date:
Mame of Individual confirming completion of this page:

Purpose of the Review

BENEFITS INTERFACES (inbound)
a.

EIP Health Plans (central process scheduled
nightly}

SCRS Retirement Plans (central process
scheduled nightly)

IPP SCRS Retirement (central process
scheduled semi-monthly)

FBMLC (central process scheduled semi-
monthly)

Great West 401K/457 Deferrals {central
pracess scheduled semi-monthly)

Great West 401K/457 Loan Payments (central
pracess scheduled semi-monthly)

View ITO167- Health
Plans via transaction
code PAZ0

View ITO168-
Insurance Plans via
transaction code PAZ0
View ITO169- Savings
Plans via transaction
code PAZ0

View ITO170 Flexible
Spending Accounts via
transaction code PAZ0
View ITO377
Miscellaneous Plans
via transaction code
PAZO

ZHRDEDARR-
Deductions not Taken
and Arrears Report

5 _PHS_ 46000360
(Exemption Expiration
Report)

The Exemption Expiration Report should be run each pay period on
or after the “blue” days on the payroll calendar. This report assists
an agency in the determination of the expiration of exemptions for
a particular period. The Deductions not Taken and Arrears repart
should be run to view any deductions not taken in the current or
past pay periods, as well as any instances where an arrears
situation may have occurred for an employes.




Agency Payroll Checklist —
Page Three SEES

South Carolina Enterprise Information System

((

Name of Individual confirming completion of this page:

B Agency Payroll Processing Check List: PayPeriod:_\ _\__to __\ \ _  ForPaymentDate:

PAYROLL

Transaction Code Purpose of the Review

PAYROLL SIMULATION (as desired)

a. Payroll Simulation Report (Payroll to
communicate errors to appropriate users for
correction of master data.)

PCO0_M10 CALC SIMU Run the Payroll Simulation Report after making a master data

change on an employee’s record to determine the impact to
earnings as a result of that change for a particular period.

a)
b)
c)
d)
e)
f)
g)

a.

R a0 T

PAYROLL PROCESS AUDIT REPORTS (as
desired)
Wage Type Reporter

Variant Gross Payroll /101
Variant Net Payroll /560
Variant Claims /561

Variant Retro Difference /552
Variant Gross Comparison
Variant Net Comparison
OTHER VARIANTS as desired

Payroll Reports

Exemption Expiration Report

EIC Indicators

Arrears Deductions

W-4 Withholding Allowance Report
Temporary Grant Report

IT1018 Position Cost Distribution

PCO0_M99_CWTR

Pao o

S PH9 46000360 | selected on positions to prevent payroll posting errors. Continue
ZHR_EIC_IND to run the other reports listed frequently to be sure information is

ZHRDEDARR

S_PH9_46000361
ZHR_GRANT REP

ORT

ZHR_IT1018_REP

ORT

Run the Wage Type Reporter each pay period on or after the
“blue” days on the payroll calendar. Allows agencies to generate
reports to view specific wage types to include employees in claims
status, view total gross wages and/or net wages, see missing time
the state has paid for but has not been accounted for by the
employee, view variances among pay periods, etc. Run the Grant
and IT1018 Reports to be sure that valid cost objects have been

complete and accurate before the payroll is processed.




Agency Payroll Checklist —
Page Four

SWEIS

South Carolina Enterprise Information System

PAYROLL PROCESS AUDIT REPORTS
(cont)
a. Missing Infotype Report

Transaction Code

ZHR_MISSING_INFOTYPE

Purpose of the Review

Run the Missing Infotype Report at any time to determine if any
payroll related infotypes have not been completed that might
prevent time and/for payroll from processing. It is important to

note that missing infotypes can cause payroll errors or cause the
payroll not to run at all for an employee. All employees must have

a the following Infotypes completed for payroll to process
correctly:

ITO001 Organizational Assignment

IT 0002 — Personal Data

ITOD0G Addresses

ITO007 Planned Working Time

ITOODE Basic Pay

ITODOS Bank Details

ITO169 Savings{Retirement Plans

ITO207 FED/State Residence Tax area

ITO208 State Work Tax Area

ITO209 Unemployment State

IT0210 Withholding Information W4/W5 US and State
ITL018 Cost Distribution of Position

S(EB Agency Payroll Processing Check List: PayPeriod:__\__\__to _\__\__  ForPaymentDater |
( Name of Individual confirming completion of this page:

Confirm
Complete
Initial/Date

LABOR DISTRIBUTION and FI POSTING

TOTALS (period basis)
a. Labor Distribution Report

ZHRLDISTR

Run each pay period on or after the "blue" days on the payroll
calendar. This report assists agencies in determining the
distribution of employee costs by wage type (i.e.,
employee/employer contributions, benefits, retirement, etc.),
amount, period, and cost objects (i.e., Cost Center, Fund,
Functional Area, Grant, etc.)
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Agency Payroll Checklist —
P ag e F Ive South Carolina Enterprise Information System

SWEIS

S(EB Agency Payroll Processing Check List: PayPeriod: __\__\__to __\ \__  ForPaymentDate:
( Name of Individual confirming completion of this page:

Transaction Code Purpose of the Review Confirm
Complete
Initial/Date
Payroll Journal (period basis) PCO0_M10_CUN Run each pay period on or after the “blue” days on the payroll
Set Variant calendar. Allows Payroll Administrator to view the financial results
a. Payroll Journal of the payroll run. The user can see the gross amount, all the
b. Direct Deposit register deductions made from the gross amount, and the net amount of
¢  Payroll Check register the paycheck. The report can be done by payroll period for one or
d. Earnings Summary several employees. This report is useful when trying to determine
e. Deduction Summary why an amount either was or was not deducted from and
employee’s gross pay and/or to view an employee’s gross pay to
determine if the amount is correct.
Payroll Results (period basis) PC_PAYRESULT Allows the user to view the results of the payroll. The report is also
a. Payroll Results Report useful to determine if the payroll run was processed as an off-
cycle or normal cycle, to determine if the payroll was voided and
why, to determine if the payroll was reversed and why, and to
determine if the payroll was issued with an out-of-sequence check
number.
Employee Remuneration (period basis) PCO0O_M10_CEDT Generate a pay statement for employees in ECC similar to the
a. Pay Statements version generated for the portal each pay day. This report reflects
an employee’s withholdings, deductions, gross and net earnings
for the period and year-to-date, imputed income, etc. This report
can be generated to view an employees pay for the current period
or another period.

Payroll Infotypes — Effective by Pay Period/Check Date: Remember that most payroll infotypes are effective by pay period and not check date.

The ones that are effective by check date are the following:
+ 210 —Fed and State withholding + 168 — Insurance Plans « 009 —Bank Details (For Main Bank only)
+ 167 —Health Plans + 170 — Flex accounts
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Topic 4 Summary SWEIS

@ You should now be able to :

— Understand how to use the agency checklist
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SWEIS

South Carolina Enterprise Information System

Topic 5: TIME MANAGEMENT
REPORTS

TECHNOLOGY



Topic 5 Learning Objectives SWEIS

@ Upon completion of this topic, you should be able
to:
— Access reports available via SCEIS HR/Payroll ECC
— Access the payroll checklist
— Generate time reports
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Access Time and Payroll Reports

SWEIS

South Carolina Enterprise Information System

About SCEIS

SCDOT Data Cleansing &
Conversion

Cutover

Agency Support Teams

Training

Finance

HR & Payroll

Materials Management

Reporting

Imaging

Technical

South Carolina
Enterprise Information System

SC Budget and Control Board

Home = HR & Payroll » Publications & Tools

Publications & Tools

HR/Payroll Reperting Tools

Site Map | Privacy | Disclaimer

I T

Listing of all SCEIS HR/Payroll Reports Available in ECC and BW - {(134kb PDF)

December 1, 2010

Listing of Key Reports for Payroll Processing - (33kb XLS)
November 8, 2010

SCEIS Agency Payroll Checklist - (114kb PDF)
Wovember 16, 2010
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Time Reports SWEIS

South Carolina Enterprise Infor

Report Name Description

* Missing Time Report - * missing time for non-exempt and exempt EEs
ZHRMTR current and prior pay periods

(recommend to run on 2nd | * unapproved time for non-exempt, exempt and
and 17t temporary EEs current and prior pay periods

* no time recorded for non-exempt, exempt and
temporary EEs for current pay period only.

* Display Working Times Can be run daily, in the morning, to report on all time
(CATS _DA) entered through CATS/Portal with appropriate status.
Note: If absence entered on infotype 2001 instead of
CATS must use ZHR ABSENCE HOURS to view.

* Time Sheet: Time Shows no time recorded for non-exempt, exempt and

Leveling (CATC) temporary EEs (outside current period). Can be run
daily.

* Cumulated Time Review the EEs time wage types that are created after

Evaluation Results: Time the Time Evaluation process runs.
Balances/Wage Types
(PT_BALOO)
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Time Reports (cont.) SWEIS

South Carolina Enterprise Information System

ZHRUAL Displays unapproved leave requests that have been
entered in ESS and not approved in MSS
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Time and Payroll

SEEIS

South Carolina Enterprise Information System

@ Access the Payroll Calendar via SCEIS website:

HR & Payroll > Resources for Payroll Success > Comptroller

General’s Office Payroll Schedule

o afr | & Comptroller General's Office Payrall Schedule » Sauth ... | |

[=] | Site Mmap | Privacy | Disclaimer

SQEIS 5o
n
( SC Budget and Control Board | Search|

Home » MySCEmployes » Comptrolier General's Office Payroll Schedule

Comptroller General's Office Payroll Schedule

The Comptroller General's Office Central State Payroll must complete a series of steps to prepare each payroll for State employees. During
some ofthese steps some MySCEmployvee functions in My Pay and My Fersonal Information are not available. Review the chart and
calendars below to learn how your access may be different on various days throughoutthe vear

About SCEIS

SCDOT Data Cleansing &
Conversion

Cutover

Agency Support Teams

Between 11:00 a.m. and 1:00 p.m. you will not be able to: enter leave for the
pay period currently being processed or change banking information, personal
information (example, address), voluntary deductions or savings bonds.

Training

Light Blue

Finance

HR & Payroll
Materials Management
Reporting

Imaging

Technical

You will be able to: enter hours worked and submit leave requests for other pay
periods.

Throughout the day you may not be able to: enter leave for the pay period
currently being processed or change banking information, personal information

MySCEmployee
s 5 (example, address), voluntary deductions or savings bonds.

B¥*CB

u
SC Budge! and Control Board

You will be able to: enter hours worked and submit leave requests for other pay
periods.

January 2011 g

= ™M T w  Th F Sa
(803) 322-3877 1

or (800) 411-3893 T
sl - s

1201 Main Street, Suite 715 2 3 4

FRAUD PREVENTION
HOTLINE

February 20
s

i1 2
™M T w  Th F Sa S L T w ™ F Sa

| 1) 2|3 |«4]|s
« B - - I -

2 3 4 5

1.
<« Il = -

Box 27 Columbia, SC 20201 - 1
a9 12 13 14 15 i3 14 15 16 17 19 i3 14 15 16 17 is8 19
Everyone Working Together T i , L
to make Gowernment Batter 16 17 18 19 20 22 20 21 22 25 26 20 21 23 24 25 26
23 | 24 25 28 29 27 | 28 | | 27 30 31
30 31
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Topic 5 Summary SWEIS

@ You should now be able to:
— Access reports available via SCEIS HR/Payroll ECC
— Access the payroll checklist
— Generate time reports
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Workshop Summary SWEIS

@ You should now be able to:
— Explain the Leave Without Pay Changes

— Access reports available via SCEIS HR/Payroll
ECC

— Understand how to access and use the agency
checklist

— Generate time reports
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Any Questions? SWEIS
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I South Carolina Enterprise Information System

@ 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.gov and
click Training, then click SCEIS uPerform
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South Carolina Enterprise Information System

Please complete the Workshop
evaluation using the link that will be
emailed to you after this workshop.

Your input will help to shape future

enhancements to the
SCEIS End User Training Program
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