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Welcome to MySCEmployee Travel Management Overdew

This course is intended to assist participants in understanding the steps involved in
creating, modifying, viewing and approving travel requests and claims for travel
expenses through the MySCEmployee Website, as well as enable them to perform
the associated transactions.



MySCEmployee Travel Overview S@EIS

MySCEmployee is an important part of the South
Carolina Enterprise Information System (SCEIS).
MySCEmployee provides a convenient way for
employees to view and update their human
resources and payroll related information. The
Travel Management portion of MySCEmployee
will provide employees, travel assistants and
managers the ability to create, edit, submit and
approve travel requests and expense reports.

Note: Travel Management will be available in
MySCEmployee beginning January 1, 2010.

MySCEmployee is an important part of the South Carolina Enterprise Information System
(SCEIS). MySCEmployee provides a convenient way for employees to view and updates
their human resources and payroll related information. The Travel Management portion of
MySCEmployee will provide employees, travel assistants and managers the ability to
create, edit, submit and approve travel requests and expense reports.

Note: Travel Management features will be available in MySCEmployee beginning January
1, 2010.
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Course Learning Objectives SGEIS

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

— Navigate MySCEmployee to Access the Travel Management
Function

Create, Change and Delete a Travel Request
Create, Change and Delete a Travel Expense Report
View and Print a Travel Expense Report

Use the My Employee link (Travel Assistants Only)
« Add Personnel Numbers to My Employee List

« Delete Personnel Numbers from My Employee List

« Manage Travel Requests and Expense Reports for Other
Employees

Access and Administer Employee Travel Requests and Travel
Expenses (Managers Only)

Upon completion of this course, you should be able to:
ANavigate MySCEmployee to Access the Travel Management Function
AKCreate, Change and Delete a Travel Request
AKCreate, Change and Delete a Travel Expense Report
Aview and Print a Travel Expense Report
AUse the My Employee link (Travel Assistants Only)

Andd Personnel Numbers to My Employee List

Melete Personnel Numbers from My Employee List

Avianage Travel Requests and Expense Reports for Other Employees
Anccess and administer employee travel requests and travel expenses (Managers
Only)
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Course Overview SEIS
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Lesson 1: MySCEmployee Travel Process
Overview

Lesson 2: Creating a Travel Request
Lesson 3: Creating a Travel Expense Report

Lesson 4: Changing, Copying or Deleting a Travel
Request and/or Expense Report

Lesson 5: Travel Assistants

Lesson 6: Approving Employee Travel Requests
and Expense Reports

Course Summary

Approximate Course Time: 45 minutes
(60 minutes for Managers)

This course is divided into six (lessons)

Lesson 1IMySCEmployee Travel Process Overview
Lesson 2Creating a Travel Request

Lesson 3Creating a Travel Expense Report

Lesson 4Changing, Copying or Deleting a Travel Request and/or an Expense Report

Lesson 5Travel Assistants
Lesson 6Approving Employee Travel Requests Bxgense Reports
ACourse Summary

HR/PY

Your role will define which lessons you should review in this course. Completing the entire
course will take approximate 45 Minutes.

8/06/2009
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Course Assignments SEIS
Role | Definition | Lessons
Employee | An employee traveling on official State | Lessons 1-4

business.
' Travel |An employee who has permissionto | Lessons 1-5
Assistant | enter, edit or submit travel requests
and/or expense reports on behalf of

another employee traveling on official
‘ State business.

Manager | A manager or supervisors with All Lessons
approval responsibilities for an
employee traveling on official State
business or an employee submitting
| expenses for reimbursement.

Note: Each role should complete the Course Summary as well.

The table defines which lessons of the course should be completed based on your specific
role.

Employeedraveling on official State business, at any time, should complete lessons one
through four and the course summary.

Travel Assistantsindividuals entering, editing or submitting travel requests or expense
reports on behalf of another employee, should complete lessons one through five and the
course summary.

Managerand Supervisorsvith approval responsibilities for an employee traveling on
official State business or submitting claims for expense reimbursement should complete all
lessons, including the course summary, in this course.
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LESSON 1: Travel Process Overview
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LESSON Travel Process Overview
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Lesson 1 Learning Objectives SGEIS

@ Upon completion of this lesson, you should be
able to:
— Access My Travel and Expenses
- Understand the Various Actions Conducted in the

My Travel and Expenses area of MySCEmployee
Employee Self Service

Note: Always navigate within the MySCEmployee website
(utilize the tabs, links, etc.). Do not use the "Back” and
“Forward” buttons on the Internet Explorer (I.E.) toolbar, as
they can give atypical results

Lesson 11 Learning Objectives

Upon completion of this lesson, you should be able to:
Access My Travel and Expenses
Understand the Various Actions Conducted in the My Travel and Expenses area of
MySCEmployeEmployee Self Service

Note: Always navigate within MySCEmployee (utilize the tabs, links, etc.). Do not
use the fiBacko and AForwardodo buttons on the
can give atypical results.

8/06/2009
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Personal Data

MySCEmployee Login Page SWEIS
1. Using your web browser (e.g. Intemet Explorer) type https.//myscemployee sc.qov

2. Enter your User ID and Password in the areas indicated
3. Click the Log On button to be directed fo the MySCEmployee Home Page

MySCEmployee
powared by STEIS -

Welcome South Carolina State Employees

To access the MySCEmployee website:

1. Using your web browser (e.g. Internet Explorer) thttps://myscemployee.sc.gov

2. 9YUSNI @2dzNJ ! &SNIJ L5 YR tlFaadag2NRE gKAOK g
live date, in the areas indicated.

3.  Click the Log On button to be directed to the MySCEmployee Home Page

5/14/2009 Page 8
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Employee Personal Data

MySCEmployee Home Page SGEIS

Once you are correctly logged into MySCEmployee, you will see a Welcome
Greeting. Whenever you log in, we encourage you to check the "News of
Interest” section for relevant human resources, payroll and system information
and updates. To access the main Employee Self Service page, click the blue
Employee Self Service tab, located near the top of the page.
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MySCEmployee

Welcome to MySCEmployee
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HR/PY

Once you are correctly loggétto MySCEmployee, you will see a Welcome Greeting in the

upper lefthand corner of the page. Whenever you log in, we encourage you to theck
G kwsof L y (i S $eBianiot relevant human resources, payroll and system information

and updatesTo access the main Employee Self Service page, click the blue Employee Self
Service tab, located near the top of the page.

5/14/2009
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Employee Personal Data

Area Page (Main Overview) S@EIS

From the Employee Self Service Overview page, an employee performs
many of their own human resources and payroll related administrative
activities. To access My Travel and Expenses functions, click “My Travel
and Expenses” from either the submenu or from the main body of the page.
—
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From the ESS overview paga employee perforrmmany of your own human resources

and payroll related administrative activitiesTo accesdly Travel and Expensdanctions,
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page.
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Employee Personal Data

5/14/2009

My Travel and Expenses

From the My Travel and
Expenses overview page,
employees can create, edit or
delete a travel request and/or
an expense report.
Additionally an administrator,
through the My Employees
link, will be able to perform the
same actions for select
employees. Employees will
also be able to access links to
Comptroller General and the
Budget Control Board's travel
regulations, the U.S, General
Services Administration, as
well as view alerts and unlock
their personnel number, if
required,

HR/PY

Page 11



PY200 SCEIS Display/Create/Maintain Payroll HR/PY

Information for Agencies

SGEIS

Lesson 1 Summary

@ You should now be able to:
- Access My Travel and Expenses
- Understand the Various Actions Conducted in the
My Travel and Expenses area of MySCEmployee
Employee Self Service

12

Lesson 1 Summary
You should now be able to:

Access My Travel and Expenses
AUnderstand the Various Actions Conducted in ki Travel and Expenses area of

MySCEmployee Employee Self Service

8/062009
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LESSON 2: Creating a Travel Request
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ACNNOLOGY
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LESSON 2: Creating a Travel Request

8/06/2009
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Lesson 2 Learning Objectives SWEIS

@ Upon completion of this lesson, you should be
able to:
- Create a Travel Request

14

Lesson 2 Learning Objectives
Upon completion of this lesson, you should be able to:
Create a Travel Request

8/06/2009
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PA100 SCEIS Display/Create/Maintain
Employee Personal Data

To create a travel request, from tiMy Travel and Expenses/erview page, select the

My Travel and Expenses
(Create Travel Request) SWEIS

To create a travel request, from the My Travel and Expenses overview page, select the
Create Travel Request link.

WySCEmeoyes

Wy Tracwt wnd Eapwwves

l Uy iove wd bapevaes

H Treow| Reqeees and Lxpanw Haper

Vi Time 80 Sswman
Enstey avgm 305y W LA 406 B O RARIDG Thew SGANA I E1AEE IO

== T @ 990 50 vm r e b rmeanen
Leam Smras Suat

N W SR TR T TR CIT 4TI X307 TR BTN S SRR B S
L toaaurns
S pacamye o b s e 4 B m———

Create Travel Requelink.
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PA100 SCEIS Display/Create/Maintain
Employee Personal Data

My Travel and Expenses
(Create Travel Request)

SGEIS

Similar to other transactions within | create Traver

q

the MySCEmployee. at the top of
Create Travel Request page there
is a progress chart that walks
employees through each step of
travel request process, The first

o ’
P
Lreayee oL c1 WEKLAL | ieteS 1t
en il [habe [

[T A TR S T

step, General Data, requires
specific information, such as Start
Data, End Date. Start Time, End
Time, Country/Region, Destination

Lotz

Antionns

Additional Destinations (if
applicable). Activity, Reason,
Estimated Costs. Advances (if
applicable) and Cost Assignment Faeme
Changes (if applicable). Once the s
required information is submitted,
the next step is to click the Review e 22 sions Mped s2m
button on the bottom of the page.
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Note: Each page allows you to Save |. =i )] | =

Draft. You should use the save draft
function frequently to avoid losing
any work.

Similar to other transactions within the MySCEmployee, at the top of Create
Travel Request page there is a progress chart that walks employees
through each step of travel request process. The first step, General Data,
requires specific information, such as Start Date, End Date, Start Time, End
Time, Country/Region, Destination, Additional Destinations (if applicable),
Activity, Reason, Estimated Costs, Advances (if applicable) and Cost
Assignment Changes (if applicable). Once the required information is
submitted, the next step is to click the Review button on the bottom of the
page. Note: Each page allows you to Save Draft. You should use the save

draft function frequently to avoid losing any work.

5/14/2009

HR/PY

Page 16



PA100 SCEIS Display/Create/Maintain HR/PY
Employee Personal Data

My Travel and Expenses
(Create Travel Request) SWEIS

Notice the Calendar of Trips button Create Travel Request
toward the top of the page. This link, .—ih i
when clicked, brings up a calendar, S et
which displays other travel requests,
and allows you to select fravel Stan
and End Dates inside the calendar, |-, L=

Croayee o1 ERELa i8N

LT N T [we

P M IR [ vy 22wy Sepmey

Notice theCalendar of Tripbutton toward the top of the page. This link, when clicked,
brings up a calendar, which displays other travel requests, and allows you to select travel
Start and End Dates inside the calendar.

5/14/2009 Page 17
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Employee Personal Data

Create Travel Request
(Calendar of Trips)

The calendar shows existing travel requests in red and existing expense reports in yellow
You can also use the calendar to populate trip start and end dates. To do this, press the
shift key on the keyboard and click the Start Date field, then click the corresponding start
date in the calendar. Perform the same action for the trip's scheduled End Date. You can
also manually enter tnp start and end dates. Once the appropriate dates are entered. fill in

the fields below the Start Date and End Date area,

-
Gncacal Sew

Brsoyse 4LLE SOMDERLLID | 03081

7

HR/PY

Thecalendarshows existing travel requests in red and existing expense reports in yellow.
You can also use the calendar to populate trip start and end dates. To dpré#ssthe

shiftkeyon your keyboardand clickthe Start Datefield, then click the corresponding start

RIFGS Ay
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also manually enter trip start and end dates. Once the appropriate dates are entered, fill in
the fields below the Start Date and End Date area.

5/14/2009
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Employee Personal Data

Create Travel Request
(Calendar of Trlps)

After entering the trip start and =
end dates, enter information o ETTen _wiusies S
as required In the other fields o o na
Specifically: e
+ Start Time 81 e
* End Time
+ County/Reqgion
+ Destination
+ Additional Destinations (if | *™7 e -
necessary) —--- = o
« Activity URRRRI ¥ =P S
* Reason
+ Estimated Cost
« Comment (if necessary) i e i
« Advance (If required) o e
« Change Cost Assignment | .., Pp————

(if necessary) R TAE 1% Tae D PLTSEINNE B B 0 BIATE, P e PULESIE D

Note: The next slides show ; ke | [

how to Enter Additional

Destinations and Advances, both of which will not likely be used on a regular basis,

HR/PY

After entering the trip start and end dates, enter information as required in the other fields.

Specifically:
A Start Time
A End Time
A County/Region
A Destination
A Additional Destinations
A Activity
A Reason
A Estimated Cost
A Comment (if necessary)
A Advance (If received)
A Change Cost Assignment (if necessary)

Note: The next slides show how to Enter Additional Destinations, Enter Advances and
Change a Cost Assignment. All of which will not likely be used on a regular basis.

5/14/2009
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PA100 SCEIS Display/Create/Maintain
Employee Personal Data

Create Travel Request
(Enter Additional Destinations)

Click the Enter Additional

Destinations button and add e Gl e A IR
. ? e T e e - R "y
required information sy =h T
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Click theEnter Additional Destinatiortsutton and add required information.

5/14/2009
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Employee

5/14/2009

Personal Data

Create Travel Request
(Enter Additional Destinations)

The Additional Destination row is
highlighted in yellow

Enter the START date, time and other
info of the next destination in the
highlighted row. Select the appropriate
activity in the Activity field. In the
example, Client Services was selected
as the activity. You will now have the
option of accepting the changes by
clicking the Accept button,

You can add more destinations as
needed by clicking on Accept and
New Entry button

If the information entered is correct,
click the Accept button at the bottom
of the page.
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HR/PY

The Additional Destination row is highlighted in yellow. Select the appropriate activity in
the Activityfield. In the example, Client Services was selected as the activity. You will now

have the option of accepting the changes by clicking/Abeeptbutton, or if you need to
add an additional location, select tieccept and New Entihink. If the information entered

is correct, click thé\cceptbutton at the bottom of the page.
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Employee Personal Data

= i |
Create Travel Request SEIS
(Enter Additional Destinations) e
Once all the additional
destination(s) information is Create Travel Request
added, click the Accept button = 5 | =3
at the bottom of the page. Oecww Taw PR ——
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Clickthewordgi ! RRA (1 A 2 y I in the tableitordigpiay & calghdar. Select the date,
trip start time, destination and country. Once the additional destination information is
added, click the\cceptbutton at the bottom of the page.
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Employee Personal Data
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Create Travel Request

(Enter Advances)

If & cash advance for the trip is e
required and meets State e - ki
Regulations click the Enter -

Advances button.

Note: The Comptroller
General requires that the form | e
"Request for Official Travel ’
Cash Advance" be submitted s
along with the request. -

Therefore, this form must be ot s i R

completed and imaged as
documentation for an
advance. St 200

If a cash advance for the trip is required and meets state regulations clicktize

Advancedutton.

Note: The Comptroller General requires that the form "Request for Official Travel Cash

HR/PY

Advance" be submitted along with the request. Therefore, this form must be completed

and imaged as documentation for an advance.
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Employee Personal Data

5/14/2009

Enter the amount requested in advance in themountfield. Note: This amount must
match the amount that was submitted on the Request for Official Travel Cash Advance
form. If the information entered is correct, click theceptbutton at the bottom of the

page.

Create Travel Request
(Enter Advances)

Enter the amount of the requested cash advance in the Amount field. Note: This amount
must match the amount that was submitted on the Request for Official Trave! Cash
Advance form. If the information enterad is correct, click the Accept button at the bottom
of the page.
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My Travel and Expenses SGEIS
(Create Travel Request) P
At this point in the travel request MR WLARSME  WAREAME | AR Wi
process, you must use the Save Ry e U e M
Draft button to save your work . ACiAANE eAREwE | eampEan | dnd
to this point. If you are prepared SRl amiE s
to continue, click the Review MR s = LY
button located at the bottom of ey
the page. w57 = g e
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At this point in the travel request process, you are encouraged to us&dkie Drafbutton
to save your work to this point. If you are prepared to continue, clickibeewbutton
located at the bottom of the page.
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My Travel and Expenses
(Create Travel Request) SWEIS

With all required information entered, you are now on step 2 of the Create Travel Request
process. If you are not ready to submit the request for approval, or if you have
documentation that needs to be imaged along with the request, select the Save button
under the Final Action. If the request is complete, select the button Save and Send for
Approval under the Final Action. If you have entered all required information, you can
display request form by clicking the Display Request Form link.

~ Chinge Travel Request { 21X J
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With all required information entered, you are now on step 2 of the Create Travel Request
process. If you are not ready to submit the request for approval, or if you have
documentation that needs to be imaged along with the request, click the button beside the
Savebutton. If the request is complete, click the button beside 8wve and Send for
Approvalbutton. If you have entered all required information, you can display request form
by clicking theéDisplay Request Forlimk.

SCEIS Master Slides Template.pptx



My Travel and Expenses
(Create Travel Request)

After clicking the Display Request
Farm link, a PDF version of the
Travel request is generated in a
new window. After viewing, printing
or saving the file, you can simply
click the X in the upper right-hand
corner to close the window,

Use this form as a cover page for
sending your documentation for
imaging. Be sure it contains a trip
number under the bar code. Once
the documentation is imaged. a
notification will be sent. Note: If an
Agency maintains emall addresses
within SAP the notification will be
sent via email, otherwise, a SAP
notification will be sent (click the
Universal Worklist link tab from the
MySCEmployee Home Page to
view SAP Notifications).
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After clicking the Display Request Form link, a PDF version of the Travel request is
generated in a new window. After viewing, printing or saving the file, you can simply

click the X in the upper right-hand corner to close the window.

Use this form as a cover page for sending your documentation for imaging. Be sure
it contains a trip number under the bar code. Once the documentation is imaged, a
notification will be sent. Note: If an Agency maintains email addresses within SAP,
the notification will be sent via email; otherwise, a SAP notification will be sent (click
the Universal Worklist link tab from the MySCEmployee Home Page to view SAP

Notifications).
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My Travel and Expenses
(Create Travel Request) SWEIS

In the example below, we are treating the request as if it is ready to Save and Send for
Approval. Before you submit the request using the Save and Send for Approval button on
the bottom of the page, ensure that the documentation required has been imaged.
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In the example below, we are treating the request as if it is readyatee and Send for

Approval To submit the request, click ttfi#ave and Send for Approwmitton on the
bottom of the page.

SCEIS Master Slides Template.pptx



y Travel and Expenses
(Create Travel Request) SGEIS

Step 3, completed, indicates that the request has been submitted to your manager for
approval. Click the Exit button to close the travel request.

Change Travel Request ( 211 )

lo— 3 -

Completed

Employee ALCE WORDESLAND ( 00008515 )  Start Date 10202002  End Date 15222002

(L Previees Sieg | i Save st Sand o Apprave '[E;(lA]

Travel request 0000000211 was saves

B 100.00 % wi be assgnac aot % TP Cosis assgrment gudeines

[ Disziay Recuest Form

Step 3, completed, indicates that the request has been submitted to your manager for
approval. Click th&xitbutton to close the travel request.

SCEIS Master Slides Template.pptx
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Create Travel Request
(Change Cost Assignment)

The Cost Assignment, for m— rm——
a Travel Request or Expense e el R ey
Report, is a combination o ‘
of various cost objects including
the designated Cost Center, WBS
Element (if applicable). Fund

Center, Fund, Functional Area .
and Gran! (if applicable) " -

SGEIS

By default, travel related ™ | o -
expenses will be charged to the T
same Cost Assignment used for
the Employee’s Payroll. If

necessary, employees are = >
authorized to change the Cost 125 05 s ey 3
Assgnment using different cost Qe
objects (i.e. Cost Center, Fund, or

Grant ) for YOUR AGENCY sl A im—— e L1 .
ONLY. Only designated ST S e S
Individuals in an Agency will have Ol [t

authorization to process
expenses of employees of other
Agencies, when the employee
travels on behalf of their agency

TheCost Assignmentfor aTravel Request or Expense Repma

combination ofvariouscost objectancluding thedesignatedCost Center,

WBS Element (if applicable), Fund Center, Fund, Functional Area and Grant (if
applicable).

By defaulttravel related expenses will be chargedib@ same Cost
Assignment used for the Employee's Payriflhecessary, employees are
authorized to change the Cost Assignment usilifigrent cost objects (i.e.
Cost Center, Fund, or Grarfoy YOUR AGENCY ONDNly designated
individuals in an Agency will have authorization to process expenses of
employees of other Agencies, when the employee travels on behalf of their
agency.
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Create Travel Request

(Change Cost Assignment) SGEIS

® Important Notice!

The system will assign all Travel Requests to the employee's payroll
cost object by default. This may not be the accurate Cost
Assignment, therefore it is the Employee’s responsibility to verify the
correct Cost Assignment is used. Please check with your
Manager/Supervisor for the correct Cost Assignment information for
each Travel Request.

Note: The Accounts Payable Department CANNOT make changes to
the Cost Assignment assigned to a Travel Request/Expense Report.
If an incorrect Cost Assignment is used, the Travel Request/Expense
Report will be sent back for corrections and may cause a delay in the
reimbursement.

Important Notice!
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payroll cost object by default. This may not be the accurate
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responsibility to verify the correc€ost Assignmeris used.

Please check with your Manager/Supervisor for the correct

Cost Assignment information for each Travel Request.

Note: The Accounts Payable Departm€iNNO make
changes to the Cost Assignment assigned to a Travel
Request/Expense Report. If an incorrect Cost Assignment is
used, the Travel Request/Expense Report will be rejected and
may cause a delay in the reimbursemeybte: The
Accounts Payable DepartmeBANNO make changes to the
Cost Assignment assigned to a Travel Request/Expense

DanAart 1F arm inAaAarracrt COAhnct Acecirnnmnmrmant e 11ead +hAa TravrAa

5/14/2009 ge 31



PY200 SCEIS Display/Create/Maintain Payroll HR/PY
Information for Agencies

Lesson 2 Summary SGEIS

@ You should now be able to:
- Create a Travel Request
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Lesson 2 Summary
You should now be able to:
Create a Travel Request
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South Carolina Enterprise Information System

LESSON 3: Creating an Expense Report

CIATE INFORMATION
ACNNOLOGY
YD,
L
MR aAT) LTt e Dot

LESSON 3: Create a Travel Expense Report
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Lesson 3 Learning Objectives SGEIS

@ Upon completion of this lesson, you should be
able to:
- Create a Travel Expense Report

Lesson 3 Learning Objectives
Upon completion of this lesson, you should be able to:
Create a Travel Expense Report
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To create an expense report, from tMy Travel and Expenseas/erview page, select the
Create Expense Repdirik.
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