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Top Tickets

Team Problem Resolution

Finance -
Funds 
Management

Budget Errors - User states 
they have budget but they 
are reviewing the wrong 
report.  

For errors that start with "GM" look at 
the Grant Budget Report and for 
errors that start with "FM" look at the 
Budget Report.  Also, users should 
contact their Internal Budget Office 
1st when receiving budget errors.  
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Top Tickets

Team Problem Resolution

HR - Time A Time Administrator needs to 
validate Leave Rollover - Annual 
and Sick Leave Rollover for 2010 
was performed 1/31/2011 and/or 
Employees could carry over 45 
days of AL and 180 days of SL; 
exceptions must have been 
flagged on IT2012

Time Administrators can use 
PT_BAL00 to check leave balances 
as of 12/31/2010 and/or Variant and 
time type information for the 
transaction was sent to agencies in a 
memo in early February
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Top Tickets

Team Problem Resolution

Imaging User gets “No Document Found” 
error message when they try to 
view an image attachment in 
SAP.

Images have a security code that 
matches the agency that scanned 
them. If the “No Document Found” 
error occurs it means that the user 
trying to view the image does not 
have the image viewing role for the 
agency that scanned the document.  
Data owner should request that you 
be assigned the image viewing role 
for your agency.

MM -
Bidding

Documents appear on the 
website that shouldn’t after a bid 
is published. These are usually 
documents that were attached to 
the shopping cart.

The buyer needs to access the 
solicitation, go to the item data tab, go 
into the documents screen of the item 
detail, hit change, mark the 
documents as internal, and re-publish 
the solicitation.
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Top Tickets

Team Problem Resolution

MM -
Purchasing

Purchasing Units of Measure -
Requisition is at the lowest unit 
of measure (ea) while the buyer 
is ordering at another unit of 
measure (cv, bx rather than ea). 
This will leave encumbered 
funds in the requisition as well 
as moving some of 
encumbrance to the purchase 
order causing the encumbrance 
to be inflated. 

If purchasing unit of measure is 
different than the issuing unit of 
measure an alternate purchasing unit 
of measure needs to be established. 
This is requested by AMML to the 
CMMDT. 

MM - SRM Trying to run SRM and 
MySCEmployee at the same 
time

In many cases even though the user 
closes the session, the user has to 
wait before they can log in or 
completely log off and log back on.
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Reporting User Group Update / 
Demonstration of Standard 
Business Objects Reports
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427 REPORT



9

Cash Status  (2 Reports)

Cash Status By Fund
– Best for export to PDF

Cash Status By Fund and Agency 
Funded Program
– Best for export to Excel
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Cash Status Reports
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Items in Other Transactions

Cash Entries to the 18 range GL accounts that do 
not hit the 506 Commitment Items
Petty Cash Close out and Establishment
Change in Other Liability Balances
GL Range Beginning in 511 (Medicaid Payments)
Inventory cash changes
Differences between FM and FI expenses
– Billings for reimbursements of expenditures. When 

billed, FI expenses are reduced and the AR account is 
debited. Since the change in AR and FM expenses 
are used in combination there is a difference 
amounting to the billing.
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HR Reports
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HR Reports
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HR/Payroll Update
Leave Statement
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THE PLAN

Provide Employees a Monthly Leave 
Statement beginning July 11, 2011

• Accurate
• Accessible
• Understandable
• Usable
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THE PROCESS

Created and tested draft Leave Statement
Piloted Statement with HR Director roles
Conducted survey
Analyzed feedback
Implemented changes
Identified future enhancements
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SURVEY RESULTS

Overall Positive Results – 28 out of 29 agencies 
responded positively to meeting employee and 
staff needs
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SURVEY RESULTS

Limit information in Personal/Organizational Date 
Field
Highlight Personnel Number and Name
Simplify disclaimer language
Provide listing of Leave Used with details and 
comments
Convert Leave Hours to Days 
Include additional leave types – i.e., Leave Pool, 
Advanced Sick Leave, Leave Pool Donations, 
Workers’ Comp
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OVERVIEW OF CHANGES

Removed from Personal/Organizational Data:
• Cost Center
• Employee Group
• Employee Subgroup
• Personnel Subarea
• Work Schedule Rule
• Time Management Status

Added to Personal/Organizational Data:
• Average Weekly Working Hours
• Bold Personnel Number
• Bold Name
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Sample Leave Statement
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FUTURE ENHANCEMENTS

Leave Hours converted to Days
Custom Leave Use Report/Statement
FMLA usage to date appearing each month if used 
in calendar year
Leave pools and advanced sick leave
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LEAVE STATEMENT IN ECC

All employees with the Time Display Role will have 
access to the leave statement in ECC
• Time Administrators
• Time Approvers
• Leave Administrators
• FMLA Event Maintainers
• HR Directors
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LEAVE STATEMENT IN ECC

Training available through Mini Guide: 
ZHR_LEAVE_STMT (Leave Statement in ECC)

• Tips for assisting employees in understanding disclaimers
• Information about the leave statement and FMLA, Annual 

and Sick Leave Pool, Workers’ Comp Option 3, Advanced 
Sick Leave

• Includes how to create a variant 

SCEIS is also developing a QRC on how to print 
by organizational unit for agencies that may need 
that ability



24

LEAVE STATEMENT IN 
ESS/MSS

ESS/MSS users will access leave statements in 
MySCEmployee
Training available through:

• User Guide:  Viewing a Leave Statement in Manager Self 
Service(MSS)

• User Guide:  Viewing a Leave Statement in Employee 
Self Service(ESS)

• Note additional training will be available after the 
implementation of the Leave Statement. Information 
regarding this training will be announced at a later date.
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COMMUNICATIONS PLAN

Overview Announcements
• Email message to AST Leads, HR Directors, 

Finance Directors
• OHR Podcast
• OHR blog
• Article in SCEIS Live Notes
• Article in DSIT Customer Newsletter
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COMMUNICATIONS PLAN

Agency tools for ESS users
• One page graphic of Leave Statement “map” and legend
• One page quick reference card on accessing Leave 

Statements
• Article for agencies to use in newsletters
• Short version article for agency intranet
• Announcement flyer
• All of the above will be posted on the MySCEmployee 

tools page at sceis.sc.gov

Note:  A link to these items will also be emailed to AST Leads, HR Directors and Finance Directors
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COMMUNICATIONS PLAN

Agency tools for MSS users
• Instructional Mini Guide
• uPerform documentation
• All of the above will be posted on the HR/Payroll Tools 

and Publications page at sceis.sc.gov

Note:  A link to these items will be also emailed to AST Leads, HR Directors and Finance Directors
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QUESTIONS
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Year-end Q & A
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