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Oliver, Michael R.

From: Oliver, Michael R.

Sent: Friday, January 02, 2015 4:44 PM
To: SCHP ALL

Subject: FW: Message from the Colonel
SCHP Staff,

Greetings. | hope everyone had a good Christmas and had some quality time with families and friends over the
holidays.

It’s a new year and 2014 is now over! | know that part of 2014, especially the past several months, has been
extraordinarily stressful for those in law enforcement. Whether it's news stories casting negative light upon our
profession or targeted attacks against officers, it would be understandable to become disheartened. But you have not
done that. You have remained loyal to duty. You have kept your head high and taken the high road. Why? Because you
know that we make a difference. You know that what we do saves lives. And, you know that the vast majority
of America respects law enforcement officers and greatly appreciates what we do.

I am encouraged and heartened by the growing number of people that have approached me -- and | am sure
many of you as well -- at restaurants and other public places recently just to say “thank you” because they saw the
uniform. On another positive note, January 9" has been designated as Law Enforcement Appreciation Day (LEAD) by
the Concerns of Police Survivors (COPS) organization. News and social media stories regarding “LEAD” will undoubtedly
increase as Jan 9™ approaches. Consequently, blogs, tweets, Facebook posts and comments will increase as well. | urge
you to be aware of your use of social media and not let any negative comments or posts draw you or your family into
the conversation. We must continue to take the high road.

Over the next few months, | will be conducting staff briefings in all Troops across the state, as | have in the
past. The purpose of these briefings is twofold. First, they will allow me the opportunity to talk directly to you about
current issues like budget, equipment, legislation, officer safety, and recruiting as well as discuss my short term and long
term goals and objectives. But equally as important, it allows you the opportunity to ask questions or give suggestions
on how to improve the Patrol. While 1 will encourage spontaneous questions at the briefing sites, you will be given the
opportunity by your Troop Commander to submit questions in writing prior to the first briefing. This will allow me to
answer many of your questions during my presentation so that everyone across the state gets the benefit of hearing
each other’s questions — regardless of which Troop they are in.

Although we will be meeting soon, | wanted to share some information with you now:

e Mobile Data
o As you know, we are rapidly moving toward a Mobile Data and Records Management
solution. Major Watford and his team are working diligently to complete this project in 2015
and hopefully most of it by this summer.
e Recruitment and Training
o Recent changes to our recruiting and employment process should increase our applicant pool.
o We have two Basic Training Classes scheduled in 2015 and we will increase that to three classes
for 2016.
e Overtime
o  With the Director’s approval, | have authorized overtime pay to augment manpower for
enforcement activities throughout the state. Your Troop Commanders will be providing you
with more information very soon.
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e lLaw Enforcement App
o SCLEOA recently released an APP that | thought might be of assistance when you need quick
access to the SC Code of Laws in a mobile friendly platform. If there is enough interest or need,
we may have a similar APP designed for SCHP. In the meantime, the APP is free to download to
your Apple or Android device. Just go to the App Store or Google Play and search for SCLEOA.

As | reflect back over my 33 years on the Highway Patrol, | realize how proud | am to be a South Carolina State
Trooper, and as the Patrol Commander how proud | am of each and every one of you. Whether you wear a uniform, you
are a telecommunications operator, or you are part of our civilian support staff, you are vital to the Highway
Patrol. Thank you for what you do each day to protect and serve the citizens and visitors of the Palmetto State.

Colonel Mike Oliver

Colonel Mike Oliver

South Carolina Highway Patrol
South Carolina Department of Public Safety
10311 Wilson Bivd.

P. O. Box 1993

Blythewood, SC, 29016

803 896-7948 - Office

mroliver@scdps.qov

www.scdps.qgov/schp
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South Carolina Department of Public Safety

To: Executive Leadgrship

Inititals

From: Leroy Smith Redacted
Date: January 17, 20 3
Re: Time Administrator Audit

Mr. Homer Edwards, DPS auditor Office of Strategic Planning, Accreditation, Policy, and
Inspection, will be conducting an audit of the time administrator function throughout the
Agency. He will interview each time administrator and review the documentation used to enter
time data. The process should last between one and three hours for each time administrator
depending on the transaction volume.

The time administrator function has not been reviewed since the conversion to SCEIS. We hope
to determine several things during the review.

1) Are the procedures for time administrators being followed?

2) Are the procedures, as written, providing adequate controls for recording time?

3) Do the time administrators have better ideas that will be more efficient yet maintain the
necessary controls?

The objective of this audit is to determine that our current procedures are the best to be used by
time administrators to effectively and efficiently process time records.

Mr. Edwards would like to make direct contact with the time administrators to arrange suitable
times to meet with them.

Thank you in advance for assisting with this review.
LS/HE

CC: Maj. Jerry Moore
File

10311 Wilson Blvd. Blythewood, SC - US Mail: P.O. Box 1993 Blythewood, SC 29016
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Signature Redacted

Homer Edwards
Date: January 10, 2013
Re: Time Administrator Audit

Human Resources and Financial Services asked that an audit be conducted of the time
administrator function.

A time administrator enters time and leave data into the SCEIS system that is not
processed by the SCMYEMPLOYEE function. When a time administrator makes an
entry, the system accepts the transaction without additional approval. The time
administrator should have approved documentation for the entry.

It is possible for a time administrator to enter a transaction in error that will not be
detected by the established checks and balances established in Human Resources,
Financial Services or the SCEIS system itself.

The purpose of the audit is to determine if the entries are properly approved and entered.
We may also determine if some areas are using the system more efficiently than others
and provide suggestions to improve the efficiency.

- The audit has not been conducted since the Agency has been on the SCEIS system. We

believe that we are at a time that we can determine if the process is working efficiently
and properly to maintain the needed controls for the payroll and leave system.

5410 BROAD RIVER ROAD, COLUMBIA, SOUTH CAROLINA 29212-3540
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Steps to access SCEIS MySCEmployee Training

1) SCEIS website — http://www.sceis.sc.gov/

2) To the left of the screen you will training

3) On the drop down from training select MySCEmployee training
4) Scrolls down and you will find:

a. For Employees
1. ESS100 MySCEmployee Course

ii. ESS 110 Time Entry Course

b. For Managers
i. MSS100 MySCEmployee Manager Selef Service Course
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_ M_ySCEmponee Training » South Carolina Enterprise Information System Page 1 of 1

“.4 SiteMap Privacy  Disclaimer

[ karc]

Home SCEIS Help Meetings Contact Us News & Updates FAQs Links SCEIS Logins
Home » Training » MySCEmployee Training

About SCEIS MySCEmployee Training
Agency Support Teams
"A" Agencies Cutover - Attantion SCDOT Employees:

HR/Payroll o .
Y The below MySCEmployee Training Courses are not customized to your unique needs. Please proceed to lhe page at the following link, and
SCEIS Treasury Projects complele the courses available there

Training Click here to access MySCEmployee Training for SCDOT.
Finance
HR & Payrotl What is MySCEmployee? _ )
- MySCEmployee will help reduce much of the paper shuffling, e-mails and phone calls that are often parl of human resources administration by
Materials Management pulting many day-to-day record-keeping and career-development responsibilities direclly in the hands of employees. With easy-to-use

navigation, MySCEmployee is accessible through any computer with an internet connection and provides employees with the tools they need to

Reparting beller access and manage lheir siate benefils and personal information
Imaging

B Alf employees should complete the ESS100 MySCEmployee — Employee Self Service Course (linked below) Employees who need to lake
Technical the Time Management course will be direcled to do so by someone wilhin their agency

Computer Settings
We have prepared an cnline course to help you become familiar with how to use the features offered in MySCEmployee. Before beginning the
course, you may wanl to consider that the course Is best viewed using:

1. Internet Explorer 6 or 7
B il ‘ B 2. An 800 by 600 screen resolution
3

MySCEmployee

3. The Full Screen mode
- To increase your browser window to full screen mode:
- Press the F11 key on your keyboard (press the F11 key again to return (o regular screen mode) or
- Click lhe View menu on the Internet Explorer toal bar and then select Full Screen (press F11 key lo return lo regular screen mode)

ard Coshot Boud

INSPECTOR GENERAL'S
FRAUD HOTLINE Note: For assistance with changing your screen resolulion or changing your screen view, you may want lo contact your agency’s IT
department

(State Agency fraud only)
1-855-SCFRAUD

18557237263 MySCEmployee Training Courses

ESS100 MySCEmployee Course
Click here to begin taking the ESS100 MySCEmployee — Employee Self Service Course.

We have also prepared a course guide/handoul which you may print and view as you are taking the course or for future reference. To open and
print the handout, click here (1.5mb PDF)

ESS110 Time Entry Course
Click here to begin taking the ESS110 MySCEmployee - Time Entry Course.

We have also prepared a course guide/handout which you may prinl and view as you are taking the course or for fulure reference. To open and
print the handout, click here (2.6mb PDF).

MSS100 MySCEmployee Manager Seif Service Course
Click here to begin taking the MSS100 MySCEmployes — Manager Self Service Course.

We have also prepared a course guide/handoul which you may print and view as you are taking the course or for future reference. To open and
print the handoul, click here (1.5mb PDF),

IMG200 Imaging Course
Click here to begin taking the IMG200 - SCEIS Document Imaging for HR Course.
Click here to take the online ¢ourse evaluation for IMG200.

We have also prepared a course guide/handout which you may print and view as you are laking the course or for future reference. To open and
print the handout, click here (1.5mb - PDF)

TV120 Travel Management Overview

Click here to begin taking the TV120 MySCEmployee - Travel Management Overview Course.

We have also prepared a course guide/handoul which you may print and view as you are taking the course or for future reference. To open and
print the handout, click here (3 8kb - PDF)

SCEIS Help| Maetings | Contact Us | Nows & Updates | FAQs [ Links | SCEIS Logins
About SCEIS | Agency Supporl Teams | "A" Agencies Culaver - HRIPayrall | SCEIS Treasury Projocts| Training | Finanze | MR & Payroll {Materials Management |Reporting | Imaging | Technical
© 2012 Soulh Caroling Enlerprise Infermation System, All Rights Reserved

http://www.sceis.sc.gov/page.aspx?id=158 6/17/2013
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MySCEmployee

powered by SGEIS

B =l T}

'_'il'\‘fl'an'ager Self Service

~Approving Leave

#4Through the MySCEmployee website, employees
will submit annual leave and sick leave requests

.- to their managers for approval in Manager Self

1. Service,

1. Log into MySCEmployee at https:// _
myscemployee.sc.gov, click the Manager Self Service ‘F’“""““ e c

v 2 kty Wark Qvarview

tab, navigate to the Detailed Navigation area, expand Al
the My Team folder, followed by the Employee Working | -=wyream

M - - T Overvy
Times folder, then click Approve Leave Requests. e match
v [ Employen Working Times
- Approvs Time Sheel Data =
[+ Approve Leavo Rnﬂuuws_l

I Approve Leave Requests

2. You will see a list of the employees

who have submitted requests to you ' ' Jok T Toam Oaisndar
in the Requests Waiting for Approval penenaEn " My gt
table. By clicking the blank column (TS AV
next to an employee’s request, you “Raguests waiing for sparoval ;
will see the details of their request. | [ s coasismens oo sz o
2218012 Zugaals Maseyan Beoyes A5 LGCP 8izes2012 L2722
3. After reviewing the request, you R et g
can Approve or Reject it using the
buttons boxed in red in the screen ) L Feaw{ilees

shot at r|ght, or take no action and the | |austarariyan soyles has requested the tolloving leave:

request will remain in the queue until | =" 700
you decide to take action. Buraton 7 & howrs
. Temg Account  Deductdle from Ceducibieta  Remainder
4. After you select Approve or Reject, senusLase 1242011 1o 750D kours
Sich Leass 1h242¢11 £1.87520 kours

the Save button will appear (as Comgtne 22eze
shown in the overlay image at right). vt |[Ege s Bkl
Click the Save button to finalize your

selection. P

5. If there is a problem with approving the leave T -
request, the appropriate warning message or hard Compleed
error will appear. If there are no problems with {5 You have approved the leavs fequest.

the leave request, the completed screen shown
at right appears. If you want to approve another
leave request, click the Approve Another Absence
link boxed in red to go back to your listof leaveto | '~ .
approve.
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MySCEm

powered by S((DEB

Manager Self Service
‘Approving Working Time

“Through the MySCEmployee website, employees
will submit their daily work hours to their manager
for approval in Manager Self Service.

ployee

1. Log into MySCEmployee at https://myscemployee.sc.gov, click the
Manager Self Service tab, navigate to the Detailed Navigation area,
expand the My Team folder, followed by the Employee Working
Times folder, then click Approve Time Sheet Data.

View:

Detailod Nawigation

« [ My Work Overview
« Tasks and Alerts
~ 3 My Team
« Team Oveniew

2. The time approval screen
will open in a new window.
The Simple View - Weekly
display is the recommended
viewing option.

{Simple View - Weekly

No data g eekly View - Without Cost Objects

o Daily View - Without Cost Objects

== Weekly View - With Cozt Objects.
| Daily Wiew - With Cost Objects

» CI Employee Information
~ 3 Emplayes Working Times
[~ Aporove Time Sheot Data |
« Approve Leava Requaesis
« Team Calendar

3. The Simple View
— Weekly display
makes it easier to
manage the time
approval process.
By comparing the Hours to Approve, Approved Hrs/Leave, and Target time, a manager can
identify employees who have not entered time according to their work schedules. In the
above example, the second employee listed submitted time and has approved hrs/leave that
match his/her normal work schedules. The first employee has entered too many or too few
hours for the week as indicated by message column and the yellow warning sign.

Collsctve Approval M R X
EmpUmp Aare fom o Nostage  Haurs o AZDIOWE  ARGTO 83 Higedve
11512818 W2 m >+ 2630

11472293 Ll 32N WA g ba W

Fara fc AngcirResson

Target Ture AppD 8
3ne WEH Lipoos -

Dacys monso Bermaoer

100228k Pan Erpders Tiea HSuing

Se.an b

4. You can view each employee’s daily time submissions for the given week by clicking the
corresponding hours in the Hours to Approve column. In the above example, if the manager
was satisfied that the second employee had submitted time correctly, he or she could leave
the Approval column set to Approve All, but opt to either Reject All or Resubmit All of the
first employee’s time. When you Reject All, the employee will need to re-enter the time
through ESS. Selecting Resubmit All holds the time in your time approval queue for later
approval so that you can follow up with the employee about the discrepancy. NOTE: If you
are rejecting some of an employee’s time, but not all of it, be sure to click on the number
of hours in the Hours to Approve column, and then select only the specific days you need
to reject from the individual approval screen. Click the Transfer button after rejecting the
selected days to return to the main approval screen.

5. After identifying whether to approve, reject or resubmit the time, click Review. Click the Save
button to finalize the time approval process.
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MySCEmployee

powered by SQEIS
Manager Self Service
Leave Facts

Leave Approval
If a manager is unavailable to approve leave requests, a
Time Administrator should be used to enter the approved leave
directly into the system. In this case, the employee should delete
the request from Employee Self Service.

Viewing Employee Quota Balances *
Managers can view quota balances for their employees by [Retated Activities |
selecting My Team—Employee Information—General . _
Information. From the General Information area, the Self-Service for My Employees
manager selects the name of the employee he or she Recors warking Time
wants to display quota balances for, then selects Related Maintain or display imeishaels for yoursmpioyess
Activities, followed by Display Quota Balances.

M

Addregges ans Emergency Corlactintornation
Waintaln or display addresses and smergency
contacts for your employees

Entering Leave Requests for Employees

Managers can submit leave requests for their employees Becsgaa: Cats

by selecting My Team—Employee Information—General | Cispiay personal data for your empleyees.
Information. From the General Information area, the |Cisplay Qunta Balances

manager selects the name of the employee he or she Display the quota balances for yeur empicyges.
wants to submit a leave request for, then selects Related |.En.t..e.r. Leavg Reguest _]

Activities, followed by Enter Leave Request. Enter s leave request for your empioyees.

Note: When a manager submits a leave request on behalf of an employee, they still have to APPROVE
the leave request just like they would if the employee submitted it on his or her own behalf.

Team Calancar
What Happens After a Leave Request
is Approved? Dispiay Dita 157 [Grectly Suborainae ENgoyeex v for. Dbcaveer | cviin (203 v Tt
2Cos Legauker
Managers have visibility of all approved R e i el
absences in their Team Calendar, Jub D, Arderson ,
which is indicated in blue. See the Team icbelle . Dickeeson
H H Renads Jockson
Calendar image (right). o
Willian J, Salvolore
N Harsy en G iming
Managers can display all absences for an i ARG < g Eaen Ao

employee on their General Information area
in the Absence Days section. See the Absence Apserce tiys

{Defne Fier]  Fieringcive

Days image (right).
Cmtran s ST
. . . I T H < T 3]s H 1 1.2
Note: Managers will not have immediate visibility o oM NN, me v elalzie 8
of the approved absences above. The absences I gt s w4

will not display until the leave requests are posted
in the system. The postings occur every night.

iRty T
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MySCEmployee

powered by SIGEIS

Manager Self Service
me Facts

Time Approval
The Time Approval application is a little different from
others in Manager Self Service. Managers can only
view time submissions from their direct reports. Other
views in Manager Self Service allow managers to display ﬁ
employees in lower-level org units as well. A higher-level '
manager CANNOT be defaulted in the system to be the back-up time approver in the
event a lower-level manager is absent.

Note: If a manager position is VACANT, employees who report to that manager will
NOT automatically be directed to the higher-level manager for time approval. If an org
unit has a vacant manager position, or if a manager is unavailable to approve time
submissions in Manager Self Service, time will need to be approved by a recognized
approving authority (Time Approver and/or Time Administrator) directly in SAP.

Entering Time for Employees
Managers CAN use the system to enter time on behalf of their employees. To do so,
go to My Team—Employee Information—General Information. From the General
Information area, the manager selects the name of the employee he or she wants to
enter time for, then selects Related Activities, followed by Record Working Time.

i Empioyee Search

Empiny g Sefaction: IDIEB-EI}_F\;.G&BHS -

Display: |Organizational information ' v

Related Activities
Name 5 S PersonnelNumber S Kanager . 2 posttiof Self-Service for My Employees
KEMNETH %V, FIKE 00008438 S JAMET . REYNOLDS  POSTH |Record Jeorking Time
JACGUELINE L (ATHERSFOOL & 00006438 JANET D, REYNOLDS ; ACCO{ 1aintain or display lime sheets for your employses
= uadresses and Emergency Confact infermaten
ELZABETH | SIMMONS 00008441 JANETD. REYNOLDS Fisga| Aidressesand Smerqency LenaciNicrn

ldsintain or dizplay addresses and emergency
cuntacts for your smployees

Persoral Eala

Display personal dala fer your empleyees

Note: When a manager enters time on behalf of an employee, they still have to
APPROVE the time just like they would if the employee submitted time on his or her

own behalf.
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MySCEmployee

powered by m

Manager Self Service

Approving Leave

Through the MySCEmployee website, employees
will submit annual leave and sick leave requests
to their managers for approval in Manager Self
Service.

1. Log into MySCEmployee at https://
myscemployee.sc.gov, click the Manager Self Service
tab, navigate to the Detailed Navigation area, expand
the My Team folder, followed by the Employee Working
Times folder, then click Approve Leave Requests.

I Approve Leave Requests

2. You will see a list of the employees
who have submitted requests to you —]
in the Requests Waiting for Approval et
table. By clicking the blank column (RN Y
next to an employee’s request, you R
will see the details of their request.

T { 2otz Augusts Uariyan Boyiss ABLHOP mn w2012 il

3. After reviewing the request, you | Jezae | aupueasgmBopes asiwop | sasamia | sasdnn:
can Approve or Reject it using the '
buttons boxed in red in the screen ; S
shot at right, or take no action and the | Auguets iy Soyis hasraauesied the folowing eavs:

i?ywcfl.uve -

request will remain in the queue until [ /""" . o0 &

you decide to take action. Louaton. | 45}oury-
4. After you select Approve or Reject, || AvumLonss tauR0 | 1201 | 1047800 Houy
- Sk Liave ez 12243355 81.87500 Hours
the Sav_e button will appear (as _ I IR T T ——,
shown in the overlay image at right). [ |5 Goen ) | onmee v fanm | oo
. - - Sexleads 12agon 12014989  £1.67500 Hours
Click the Save button to finalize your [0y, [ S | st
- 4 Brpi Step M Save ¥
selectlon . Approve Leave Requeals
5. If there is a problem with approving the leave [
request, the appropriate warning message or hard €t Completad
error will appear. If there are no problems with B You have approved the leave request.

the leave request, the completed screen shown
at right appears. If you want to approve another | You have spproved he fokowng leave request
leave request, click the Approve Another Absence ol A

link boxed in red to go back to your list of leave to | . =~ ;o5 "

approve.

Curahen: 7.5 riours
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powered by S((EB

Manager Self Service
Approving Working Time

Through the MySCEmployee website, employees
will submit their daily work hours to their manager
for approval in Manager Self Service.

MySCEmployeQ

Log into MySCEmployee at https://myscemployee.sc.gov, click the
Manager Self Service tab, navigate to the Detailed Navigation area,
expand the My Team folder, followed by the Employee Working
Times folder, then click Approve Time Sheet Data.

2. The time approval screen View: |Simple View - Weekly
will open in a new window. Simnple Vi - Weekhy
The Simple View - Weekly No data € yeepn View - Without Cost Objects
display is the recommended [ Frevi Daily \iiew - Without Cost Objects
viewing option. Weekly View - With Cost Objects
Daily Wieve - With Cost Objects

3. The Simple View
~ Weekly display

makes it easier to e E - lmlmmamm

2%4
0N NN Lpproase v

vyt 00|
manage the time | 10002828 | VanFretencTrevmo - L1019 1012018 25000
approval process. [tz (BT

By comparing the Hours to Approve, Approved Hrs/Leave, and Target time, a manager can
identify employees who have not entered time according to their work schedules. In the
above example, the second employee listed submitted time and has approved hrs/leave that
match his/her normal work schedules. The first employee has entered too many or too few
hours for the week as indicated by message column and the yellow warning sign.

4. You can view each employee’s daily time submissions for the given week by clicking the
corresponding hours in the Hours to Approve column. In the above example, if the manager
was satisfied that the second employee had submitted time correctly, he or she could leave
the Approval column set to Approve All, but opt to either Reject All or Resubmit All of the
first employee’s time. When you Reject All, the employee will need to re-enter the time
through ESS. Selecting Resubmit All holds the time in your time approval queue for later
approval so that you can follow up with the employee about the discrepancy. NOTE: iIf you
are rejecting some of an employee’s time, but not all of it, be sure to click on the number
of hours in the Hours to Approve column, and then select only the specific days you need
to reject from the individual approval screen. Click the Transfer button after rejecting the
selected days to return to the main approval screen.

5. After identifying whether to approve, reject or resubmit the time, click Review. Click the Save
button to finalize the time approval process.




6/29/16 DPS001176

MySCEmployee

powered by S(OEIS

Manager Self Service
Leave Facts

Leave Approval
If a manager is unavailable to approve leave requests, a

the request from Employee Self Service.

Viewing Employee Quota Balances
Managers can view quota balances for their employees by

Time Administrator should be used to enter the approved leave
directly into the system. In this case, the employee should delete

WRelatad Activities |

]

S n eam— = |
Information. From the General Information area, the
manager selects the name of the employee he or she
wants to display quota balances for, then selects Related
Activities, followed by Display Quota Balances.

Entering Leave Requests for Employees
Managers can submit leave requests for their employees
by selecting My Team—Employee Information—General
Information. From the General Information area, the
manager selects the name of the employee he or she
wants to submit a leave request for, then selects Related
Activities, followed by Enter Leave Request.

Note: When a manager submits a leave request on behalf of an employee, they still have to APPROVE
the leave request just like they would if the employee submitted it on his or her own behalf.

Self-Service fer My Employees

Record YWorking Time
Maintain or display time sheets for your employees.

Addresses and Emergency Contact Infermation
Iaintain or display addresses and emergency
contacts for your employees.

Personal Dala
Display personal data for your employees.

|Disg!ax Quota Balances
Display the quota balances for your employees.

I Enter Leave Request I
Enter a lzave request for your employees.

Tearn Calendar

What Happens After a Leave Request
is Approved?

iy e for. Dy Siberahe Exposees ) tor. [Geckntar

Tl [zotal [San]
2009 Decenber

Managers have visibility of all approved
absences in their Team Calendar,
which is indicated in blue. See the Team
Calendar image (right).

Managers can display all absences for an

Michelle §, Digkerson

Tuae Wed Thus Fre§ Sat Sun fon Toe led Tho Frd SatSan Hon Toe bed Thu Fri Sat Sun fion Tue Ked T
DSCYZO]NO!QGQ?MM)OM 12 43 3415 16 17 40 48 20.2% ¥Z 23 O

[yl

Jelw 0. Andersun

Renasda Jackaon
Thweodoice Moore
Willlin ). Selvstore
Hary Pt Simors

7 dosent  Mulple Eauies  Swol [l Delstion Requesian

employee on their General Information area
in the Absence Days section. See the Absence

Days image (right).

of the approved absences above. The absences

in the system. The postings occur every night.

Note: Managers will not have immediate visibility

will not display until the leave requests are posted

Absenca Days

[CofeaFier] rae actve

1 [ W T O e

3

Easlgelnie

B toimiszivaiveltalng
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MySCEmployee,

powered by S(GEIS

Manager Self Service

Time Facts

Time Approval
The Time Approval application is a little different from
others in Manager Self Service. Managers can only
view time submissions from their direct reports. Other
views in Manager Self Service allow managers to display
employees in lower-level org units as well. A higher-level
manager CANNOT be defaulted in the system to be the back-up time approver in the
event a lower-level manager is absent.

Note: If a manager position is VACANT, employees who report to that manager will
NOT automatically be directed to the higher-level manager for time approval. If an org
unit has a vacant manager position, or if a manager is unavailable to approve time
submissions in Manager Self Service, time will need to be approved by a recognized
approving authority (Time Approver and/or Time Administrator) directly in SAP.

Entering Time for Employees
Managers CAN use the system to enter time on behalf of their employees. To do so,
go to My Team—Employee Information—General Information. From the General
Information area, the manager selects the name of the employee he or she wants to
enter time for, then selects Related Activities, followed by Record Working Time.

I Employee Search

 Employee Selection: [Direct Reporis =l

' Display: [Organizationel information [ |
. TN, .-,l_-." ) 4 .4;":'?1""::-:\.."?.._“-_,.7._- e T B

Giss Related Activities

s m Selt-Service for My Employees

LT3 RS e T e s G s i L L ]
KENNETH W. PIKE | 00008438 JANETD. REYNOLDS : POSTA [Record Working Tims |
J Aéa!!E INE 1 ]!['ﬂ] {ERSPOON I 00006439 JANETD. REYNOLDS  ACCOI Wantain or display time sheets for your employees
! e == " = GRS ol 7= 1 Int 1
i Mo i[ 00008441 ] JANET D. REYNOLDS  FISCAY Addresses and Emergency Contacl nfermaton

Iaintain or display sddresses and emergency
contacts for your employess.

Personal Data

Display personsl dats for your empioyges.

Note: When a manager enters time on behalf of an employee, they still have to
APPROVE the time just like they would if the employee submitted time on his or her
own behalf.
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MySCEmployee

powered by S@EIS

Manager Self Service
Substitutions

Managers can identify a substitute to have the items in their
Universal Worklist (Manager Self Service home page) sent to
another person to make temporary approvals in the manager’s
absence. Substitutions apply to time, leave and travel requests.

1. To assign a Substitute, scroll to the upper-right portion of the Universal
Worklist and click the E icon (boxed in red in the image below). Then
select Manage Substitution Rules as shown in the graphic at right.

Show Fiters Hide Preview[=]
Refresh
Personalize View

: [Manage Substitution Rules|

2. If you already have a substitution rule in place it will be displayed in
the table and you can turn the rule on. To create a new substitution

rule, click the st g_xﬁ‘c'Employee

1 Display Connection Status

i

Create Rule e B et e e DY

button. == —_—
Detad hepqanom = e marnny -~ n.-'l'.'
e

3. After clicking “’E;.E.;..w o e o e e L —

the Create Rule | -oewmmmiin s

button, you ...,,M;.a.._. ;Wn%ﬂ? b

will be taken T

to step 1 of the

create rule process. This step enables you to M%m mﬂ’m

define which tasks you want to assign to your

substitute. In the | Want the Nominee To area, R '____ o o

select Receive My Tasks or Fill in For Me, then i iahiy K e i 5601

identify your substitute by searching for and Faritne Reinas To. & Recetre Uy Touks

adding his or her name. iy h

< Filh For Me
Hyou eie unmgpectedly abser, the nomines can kaks over your fasks complately

4. The Nominee’s (substitute’s) name should now

[E=E( s
appear in the Nominee field. If this is the person
you want to serve as your substitute, click the i [z -
Next button. Define Rule  SetRuls Activation
5. In step 2, you can identify if you want the onsavbaumfe kg en- ﬁ%“m
substitute to begin receiving your items At p%:"QL MHL — IE
Once, or you can specify a specific date. After gty

You can lumn the rule on or off at Bny time on the Substilution Rules Mansgement screen.
identifying when the rule should be activated,

click the Save button.




What is Missing time?
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The number of actual scheduled hours can be calculated in the employee’s work schedule rule,
plus/minus any hours due to substitutions that are keyed for that same pay period. The Missing Time
report is broken down by period date ranges. The missing time report generates when the time entered
by the employee does not match the total number of actual scheduled hours within that period date

range.

Example: An employee’s WSR states the following: 1* week: S Off, M 12 hrs, T8 hrs, W 12 hrs, TH 8 hrs,
F 8 hrs, Sat OFF 2" week: S OFF, M 12 hrs, T 8 hrs, W 12 hrs, TH 8 hrs, F OFF, Sat OFF.

Sunday | Monday Tuesday Wednesday | Thursday | Friday Saturday
Week 1 | OFF 12 hrs 8 hrs 12 hrs 8 hrs 8 hrs OFF
Week 2 | OFF 12 hrs 8 hrs 12 hrs 8 hrs OFF OFF

In addittion to the total of 88 actual scheduled hours calculated in the 2 week period above, a
- substitution has been keyed in SCEIS to make the Tuesday in week 1 an OFF day.

Sunday | Monday Tuesday Wednesday | Thursday | Friday Saturday
Week 1 | OFF 12hrs | 84es OFF | 12 hrs 8 hrs 8hrs | OFF
Week 2 | OFF 12 hrs 8 hrs 12 hrs 8 hrs OFF OFF

i The employee’s total actual scheduled hours changes from 88 to 80, after subtracting the 8 hours for
Tuesday from the total.) The system is now expecting the employee to enter in a total of 80 working/
leave hours for this 2 week period. If the employee’s time entered is less than the total number of actual

.scheduled hours within that pay period (80 hours in this example), SCEIS will generate the difference as

missing time.

Resolving Missing Time:

If an employee shows up on the missing time report, the Time Administrator should first check to
confirm that all time is entered/approved into the system. The Time Administrator should ALWAYS
ensure that the employee has met their minimum required number of hours (75 hours, 80 hours, etc). If
the minimum number of required working hours has not been met, additional working time or a type of
leave will need to be entered to bring the employee to their minimum number of required working
hours. If an employee did not work their minimum number of working hours and does not have the
leave available to cover the time, the time will need to be entered into SCEIS by the employee as LWOP.
If all time has been entered and the minimum required number of hours has been met and the missing
time is still generating for an employee, a Time Administrator should check the employee’s time
entered, comparing the time entered with the work schedule according to SCEIS, in addition to any
substitutions that have been keyed for the missing time period. This is where a Time Administrator will
find that in most cases, the number of hours entered by the employee for the missing time period does

1|Page
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NOT match up with the work schedule rule, in addition to any substitutions that have been keyed. In
cases as such, a Time Administrator will need to add/remove substitutions until the work schedule rule,
plus the substitutions match the time that has been entered into SCEIS by the employee. * A Time
Administrator should always be able to provide sufficient documentation or approval from a supervisor
regarding any change they have made in SCEIS to an employee’s time or leave.

When should substitutions be made?

Substitutions should be made in each of the following cases:

- An employee is working on a scheduled day off.

- An employee is off on a day they are scheduled to work.

- An employee’s total number of actual working hours plus any leave that may have been entered to
make up for a partial day worked differs from the total number of scheduled working hours per day,
according to their work schedule.* Only in the case that the employee has met their minimum number
of required hours for the pay period. (Examples: 75 hours, 80 hours, etc.)

If a substitution is keyed to make an off day a working day, in most cases, an offset substitution should
be keyed to make a working day an off day. If a substitution is not keyed to offset the previous one, this
will.increase/decrease the total number of scheduled working hours in that pay period. The total
numberof scheduled working hours drives an employee’s hourly rate of pay. This can affect their pay,
especially under the circumstances in which overtime may be paid or LWOP has been keyed.

Substitutions applied to a record to change a holiday from a scheduled work day to a scheduled off day,
or vice versa; can add or remove Holiday Comp time, Comp time, or Paid Straight time in a record. If
substitutions are needed for the holiday, the Time Administrator should be certain that the records are
correct:prior to HR sending the request for SCEIS to extend the holiday.

Please note: In most cases, the total number of scheduled working hours acco'r‘dihg fo the wb_fk géhédule
rule, in addition to any substitutions made during the pay period should equal the regular number of
scheduled working hours. (Example: If the employee is scheduled to work 84 hours per pay period, the
number of hours according to the work schedule rule, plus any substitutions made for that pay period
should total 84 hours.)

For more information, please refer to Lesson 3 of the TM200/TM200U (online) course regarding when to
use substitutions, when they may not be necessary and the effects of substitutions on pay and leave.

Incorrect Work Schedules Rules & Missing Time:

2|Page
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It is always important that a Time Administrator ensure that an employee is on the correct work
schedule & is rotating correctly, which will also alleviate the need for substitutions. Many law
enforcement employees are working the exact opposite, or very close to the opposite of what their
WSR’s indicate. If a Time Administrator needs to change a WSR, they will need to notify HR as soon as
possible to make those changes.

Missing Time & Holidays:

If an employee is generating missing time for a time period in which a holiday was included, the
employee is not generating missing time due to the actual holiday. Holidays are pre-loaded into SCEIS
and the system is aware of the holidays. In the case that an employee actually worked on a holiday
means that they are accruing holiday comp for their time worked. Because an employee is earning
holiday comp for time worked on a holiday, an employee can’t use time worked on a holiday to count
towards his/her minimum required number of working hours.

Example: Johnny’s minimum required number of hours for a 2 week period is 80 hours. Johnny’s time
entered is as shown below:

Sunday | Monday Tuesday Wednesday. ,,;.'__ri_h;qrsday Friday Saturday

Week 1| O hrs 3 hrs 5 hrs 8 hrs “I""8 ks 8 hrs 0 hrs
selis o — winy

Vatirans Day

Week2 |Ohrs 8 hrs’ 8 hrs 8 hrs 8 hrs 8 hrs Ohrs

As shown above, Tuesday in week 1 is Veteran’s Day (Holiday). Johnny worked 5 hours on this holiday,
and will earn 5 hours of Holiday Comp. Johnny worked only 3 hours on Monday, the day before the
holiday, when he was originally scheduled to work 8 hours on Monday. Because Johnny is already
earning holiday comp for the 5 hours that he worked on Veteran’s Day, he can’t use those 5 hours to
also count towards his minimum number of required working hours. Only hours observed on a holiday
can count towards the minimum number of required hours.

Leave Without Pay & Missing Time:

If an employee has missing time in a period in which LWOP has also been keyed by HR, the employee’s
missing time is generating before or after the actual date the employee has gone on or returned from
LWOP. When LWOP is entered into SCEIS, SCEIS does not generate missing time for dates or hours an
employee is on LWOP.

3|Page
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Missing Time Regarding Leave:

Cleaning up the missing time report will ensure that employees are submitting their leave in a timely
manner. If a separating employee has missing time due to leave that should’ve been entered, and the
missing time is not corrected, the employee could be paid out for leave that was not deducted from the
employee’s leave balance, causing the employee to be overpaid. Missing time due to leave not being
entered means the employee is not able to receive an accurate leave balance and may cause an
employee to take more leave then they actually have. Unapproved time also affects leave balances. if
time is not being approved for a non-exempt employee, that employee is also not accruing their leave.

Missing Time Regarding Pay:

After research and findings of different scenarios of incorrect & miscalculation of employee’s pay, it has
been decided upon that the missing time report will need to be cleaned up on a per pay period basis.
This missing time report is currently sent out to all Time Administrators 2 business days before the first

blue day of each payroll processing period. It is the responsibility of the Time Administratorsto work

with their assigned employees, supervisors, and HR to ensure that the missing time report is cleared by
the last blue day of each payroll processing period. All Time Administrators have access to run these
reports at any time ‘on-their own. P gt

Ensuring that the rr;uss g time is cleared up will dramatically reduce inCOrife;t:,:_t,, paj' & leave issues for the
agency. The total nu,mbe"r of scheduled working hours, plus/minus hours due to ény substitutions made
is a number that drives an employee’s hourly rate of pay. In cases in which the total number of
scheduled hours has beén incorrectly altered, an employee’s rate of Overtime, LWOP, leave payouts,
etc. will be miscalculated.
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JMySCEmployee

powered by SOEIS
Accessing MySCEmployee

Through MySCEmployee, which is the employee access

point to the SCEIS system, you will have direct access to

your human resources and payroll information on file with

the State. Through Employee Self Service you will be able

to maintain a significant amount of your personal data from any } Nt ot
computer with an internet connection. Through Manager Self Service, A
managers will be able to view their employees’ work-related information

and perform managerial tasks.

1. To access MySCEmployee, type
https://myscemployee.sc.gov in your s

web browser. @{:\4 IEV https: Hmyscemplayee sc.gov

" SAP NetWeaver Application Server Javi

File Edit View Favontes Touls Help

2. Enter your MySCEmployee User ID and Password in |[ju " e
the appropriate fields, and click the Log on button. { asuuars © | —

3. Click the Employee Self JSOEmployee
Service tab to access . i
and maintain your
personal information. If |[ZEAILEEEINE
you are a manager, you e
will also see a Manager
Self Service tab, which

MySCEmployea Updates

you can use to pel Io' I" + MySCEmployee Password: Due to & BAP tathnicsl issue, the protess for changing your passworc hes £
= changed. Please follow these instructions to change your password. Note: You must be logged out of
managerial tasks. o oG Y et

« i you have not taken the Employes Balf Service awerview courte, wa ehCOUMRA YoU 10 38 8007 B
possitle. ‘rhumiwm abr;mmmwrammrmmbsnmmm

« The MySCEmployee Reference Gulda and olker suppornt malenials are averable at
www.scels.sc.govipage.aspxTid=166.

« If yout agency requires you to snter ime, SCEIS recommends thal ime 18 enered in MySCEmpioyee
) i b
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) MySCEmployee

powered by SGEIS

Managing Your Bank Accounts

In the My Pay area employees will be able to,
among other things, maintain a primary and a

supplemental bank account for direct deposit.
Currently employees can set up two direct deposit
accounts through MiySCEmployee.

1. Log into MySCEmployee at https://myscemployee.sc.gov, click the Employee
Self Service tab (TN ). then select My Pay from the submenu or

from the body of the overview page.

Pay Information
2. Select the Bank Information link to e el (it rilorca,

manage your accounts. Create sn ampbyment s salary verification request. The request wil be
eentto HR, who will mador 4ax your information to third parlies {such as a
bank or losn agency).
3. You will be taken to a screen that - a——————
H Read this prior to maintaining direc depoal.
dls-plnays your e Johaty Paui Brady G5 - m&%f for direc] deposit
eXISt"1g bank ﬂ(-'l‘l " SUN HATONALBANK HOTE: chy:r.u"m :':uammx etfect 167 up to two weeks.
account(s) you :
have set up for |omess o | aapi By sy
direct deposit. g::fimm 1‘112%‘3;‘?&? :fi‘ Bank Key / Routing Number: [011102084 IC9] | wacrowvia BANK
Law [ Oyew | Bank Account 1500012345 |
Account Type: [Checking[+]
4. You can now choose to Edit your Main Paymen! Hethod: ‘Direc Depost PA. v
Bank account information, or Edit or e
. ar VOUR MAME 1001
Dt_alet.e your Other Bank information by BSSS due e e
clicking the appropriate link. The image to Ovtarol - sl I
the right shows what you would see if you ||| s et st
» » 1 &
chose to Edit your Main Bank. el
£Re4105855 FNNSTRINRE 1001
5. Enter your new account information - I

(routing number and bank account number)

in the appropriate fields and choose the account type. A sample check
illustrates where the routing number and account number are displayed on
most checks. Once the information is entered, you will be able to review your
entry before saving it.

Note: If you change account information, it is advisable to ensure money is
deposited into the new bank account before closing the old account.
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MySCEmployee

powered by SQEIS

Recording Working Time

In the My Working Time area, among other things,
employees will be able to record their daily work

hours. Managers will approve employee working
times in Manager Self Service.

1. Log into MySCEmployee at https://myscemployee.sc.gov, click the Employee
Self Service tab (IR ), then select My Working Time from the
submenu or from the body of the overview page.

2. Click the Record Working Time link to Working Time
begin the time entry process. [ Record Working Time|

3. A progress chart that walks employees
through each step of the time entry
process is displayed at the top of the
page. The view defaults to the Display
Weekly Time tab, which displays hours
recorded that week using the Enter Daily
Time tab. To record attendance hours,
click on the Enter Daily Time tab.

I Record Working Time

EAﬁendaneehn hd I

4 0800 | 12:00
£ 1300 | 17:00

4. On the Enter Daily Time tab, employees
can record their start and end times )
(using the 24 hour clock or military time) | .|
throughout the day by identifying the e
appropriate attendance type from the i
pull down list on the left-hand column:

» 1000 Attendance Hours

« 1001 On Call

« 1002 Call Back 2ok [Revew )| [Conca
( * 1003 Training

S

Aﬂenuance ho.. ¥

|
|
i'
{

IR 1:1

ufufu’u.méu u%u

i - |
i ] imeEE[ij]_
[Delete Row | [ Save va Template ll“—k_]

5. After entering the required information, click the Review button to review the
entry before submiting for manager approval.
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) MySCEmployee

powered by SIGEIS

Submitting Leave Requests

In the My Working Time area, among other things,
employees will be able to request leave, such as
annual leave and comp time and to record sick

time taken. Managers will approve leave requests
in Manager Self Service.

1. Log into MySCEmponee at https l/Imyscemployee.sc.gov, click the Employee
Self Service tab () ), then select My Working Time from the
submenu or from the body of the overview page.

2. Click the Leave Request link to Leave Requests
begin the leave submission process. [Leave Reques]

3. A progress chart that walks employees | Requestleave and other types of absences.
through each step of the leave request
process is displayed at the top of the
page. The first step, Display and Edit, # =
allows employees to identify the type i 1
of leave to be used from a  bspwyendfdy

I Leave Request

dl‘Op do_wn me_nu’ the da_tes |Te request or report leave, enter the required data and choose Review.
leave will be taken, the time A -
or duration of the request, YRR oTIenE I—_"_——IIM = F—E' ,
as well as a place to include Z’:: D Tun !
a note for your manager. oursiion: I:ﬂﬂwrs -
4. After entering the required xr:;’“ | ICARROLL BoHARL g
information, click the o ordgpreer i!]
Review button to review the :
request before submiting [+ e cis Sy | [Reviewr 9] [Cancel]

for manager approval.

4 November 2005 December 2009 January 2010 »

5. Note: The calendar, which appears on wsummw-*ru s SMeIOMTL GG BeMeTiveT s
- . oo o#pzzfzal1 (234 4 i)
the main leave request page, displays 123 40 ”'-. 703 s'm'nlu 231ilstalr] L'ig

a8 gs 1wl 1212114 4“ 1a|w1me{17 ults 3 10 1112 12 14 e 1:2
leave requests that have been approved | wiis|tolm (e 8@t 5 dalaelae ze| 4 17w 20/l

g 22| a zrias|m|2(31| || 6367 nmi 2802

in blue, and those that have been Y G R e R B .
submitted for approval in pink.
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! MySCEmponee

powered by SIQEIS

Viewing Time

Approval Status

To view the status of time approval, employees have two options. They can either:

1. Click the My Working Time link from the MySCEmployee overview page and review
the messages under the Record Working Time link. Employees will see messages
telling them the date their time submission has been approved up to.

Working Time

Record Working Time

You can record your working time here.

You have recorded adequate working times for all workdays up to 12/28/2009,
Your recorded times have been approved up to 12/20/2000. ,

2. Employees can also click the Record
Working Time link, then click the
Enter Daily Time tab, input the date
they want to view time appoval
for, then click the Details link. | sne
Employees will then be able to view | Atendance tours | 7| 0 350 1300 % Deigis
the status of time that has been
submitted for manager approval. In the examples below, in addition to displaying
time submission details, one message informs the employee that time has been
Approved and the other shows Approval rejected.

Record Working Time Racorded Data
Altfabs. type: 1000 Altendance houts | | sy sang, typs: 11000 Attendance hours
| Wage Type: Wage Type: -
Recorded Time Recorded Time
Date: 1zroz000 Date: 11£3/2008
Start ime. £ 08:00 Start ime: £ 13:60
| Bndtme: 1200 Endfme: 140D
- Gell content: 4 Cell content: | 1
. Furthor Dotalls Further Detalls
Rsjeclion reas.: i Rejection reas.:
| Processsiatuss;  [Approved| Process status:  [Approval rojected]
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SWEIS

South Carolina Enterprise Information System

SCEIS 24-Hour Time Conversion

Employees will record time in the SCEIS system using the
24-hour clock or military time. Using this system, you count
each hour from 0 to 24 (because there are 24 hours in a day),
with 00:01 being one minute after midnight, 01:00 being 1 a.m., etc. An easy way to convert
traditional time to military time is by adding 12 o each hour beginning with 1 p.m. (which
converts to 13:00), 2 p.m. (which converts to 14:00), etc. At 24:00, you start again from the
beginning with 00:00 (which is also considered midnight). See the chart below to better

understand 24-hour time conversion.

SCEIS 24-Hour Time Conversion
Traditional Time JEYETTTTETTUNN Traditional Time [EXEITT NI

1:00 a.m. 01:00 1:00 p.m. 13:00

2:00 am. 02:00 2:00 p.m. 14:00

3:00 a.m. 03:00 3:00 p.m. 15:00

4:00 a.m. 04:00 4:00 p.m. 16:00 |
5:00 a.m. 05:00 5:00 p.m. 17:00

6:00 a.m. 06:00 6:00 p.m. 18:00

7:00 a.m. 07:00 7:00 p.m. 19:00

8:00 a.m. 08:00 8:00 p.m. 20:00

9:00 a.m. 09:00 9:00 p.m. 21:00

10:00 a.m. 10:00 10:00 p.m. 22:00

11:00 a.m. 11:00 11:00 p.m. 23:00

12:00 p.m. 12:00 12:00 a.m. 24:00/00:00

For more information regarding the SCEIS project, visit www.sceis.sc.gov.
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Payroll processing & time reminder emails are sent out prior to each payroll
processing date which occurs twice a month. See attached sample.
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Thornton, Arlgela A.

To: Time Administrators
Subject: Friendly ESS & MSS Reminder
Good Afternoon/Morning,

This is a friendly reminder that Employee Self-Service (EES) and Manager Self-Service (MSS) should be
accessed daily. Employees are encouraged to enter their working hours daily and request leave as needed.

Managers/Supervisors: If you are able to approve your employee’s time daily that would be great, please do
so. If not daily, please attempt to approve your employee’s time every Friday or every Monday. As long as you
are approving every Friday and/or every Monday, you will be ahead of schedule for payroll cut off.

Your assistance with this will help to eliminate payroll issues and give HR & Payroll time to verify accuracy of
proper pay. Thank you in advance for making sure your employee’s working time/ leave is approved promptly.

This week we will be finalizing payroll for the period Payroll Period Beginning Date—Payroll Period Ending
Date. Please have all working hours entered and approved for the period mentioned by close of business, (Date

of Second Blue Day).

Thank you.



SOUTH CAROLINA DEPARTMENT OF PUBLIC SAFETY
TIMELINE - 2014 CALENDAR YEAR
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Pay Period | Pay Period Pay Period Payroll Due
Number Beginning Ending Pay Date 14-Day Overtime Period Date
01 12/02/13 12/16/13 01/02/14 11/24/13 - 12/07/13 12/17/13
02 12/17/13 01/01/14 01/16/14 12/08/13 - 12/21/13 01/03/14
03 01/02/14 01/16/14 01/31/14 12/22/13 - 01/04/14 01/21/14
04 01/17/14 02/01/14 02/14/14 01/05/14 - 01/18/14 02/04/14
01/19/14 - 02/01/14
05 02/02/14 02/16/14 02/28/14 02/02/14 - 02/15/14 02/18/14
06 02/17/14 03/01/14 03/14/14 02/16/14 - 03/01/14 03/04/14
07 03/02/14 03/16/14 04/01/14 03/02/14 - 03/15/14 03/18/14
08 03/17/14 04/01/14 04/16/14 03/16/14 - 03/29/14 04/03/14
09 04/02/14 04/16/14 05/01/14 03/30/14 - 04/12/14 04/18/14
10 04/17/14 05/01/14 05/16/14 04/13/14 - 04/26/14 05/05/14
11 05/02/14 05/16/14 05/30/14 04/27/14 - 05/10/14 05/19/14
12 05/17/14 06/01/14 06/16/14 05/11/14 - 05/24/14 06/03/14
13 06/02/14 06/16/14 07/01/14 05/25/14 - 06/07/14 06/18/14
14 06/17/14 07/01/14 07/16/14 06/08/14 - 06/21/14 07/03/14
15 07/02/14 07/16/14 08/01/14 06/22/14 - 07/05/14 07/18/14
16 07/17/14 08/01/14 08/15/14 07/06/14 - 07/19/14 08/05/14
17 08/02/14 08/16/14 08/29/14 07/20/14 - 08/02/14 08/19/14
08/03/14 - 08/16/14
18 08/17/14 09/01/14 09/16/14 08/17/14 - 08/30/14 .09/03/14
19 09/02/14 09/16/14 10/01/14 08/31/14 - 09/13/14 09/18/14
20 09/17/14 10/01/14 10/16/14 09/14/14 - 09/27/14 10/03/14
21 10/02/14 10/16/14 10/31/14 09/28/14 - 10/11/14 10/20/14
22 10/17/14 11/01/14 11/14/14 10/12/14 - 10/25/14 11/03/14
23 11/02/14 11/16/14 12/01/14 10/26/14 - 11/08/14 11/17/14
24 11/17/14 12/01/14 12/16/14 11/09/14 - 11/22/14 12/03/14
01 12/02/14 12/16/14 01/02/15 11/23/14 - 12/06/14 12/17/14
02 12/17/14 01/01/15 01/16/15 12/07/14 - 12/20/14 01/05/15
03 01/02/15 01/16/15 01/30/15 12/21/14 - 01/03/15 01/20/15

*payroll Due Date:All non-exempt employees hours worked must be entered and approved by close of business

on that assigned date.
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Pay Period | Pay Period Pay Period Payroll Due
Number Beginning Ending Pay Date 14-Day Overtime Period Date
01 12/02/14 12/16/14 01/02/15 11/23/14-12/06/14 12/17/14
02 12/17/14 01/01/15 01/16/15 12/07/14-12/20/14 01/05/15
03 01/02/15 01/16/15 01/30/15 12/21/14-01/03/15 01/20/15
04 01/17/15 02/01/15 02/13/15 01/04/15-01/17/15 02/03/15
01/18/15-01/31/15
05 02/02/15 02/16/15 02/27/15 02/01/15-02/14/15 02/17/15
06 02/17/15 03/01/15 03/16/15 02/15/15-02/28/15 03/03/15
07 03/02/15 03/16/15 04/01/15 03/01/15-03/14/15 03/18/15
08 03/17/15 04/01/15 04/16/15 03/15/15-03/28/15 04/03/15
09 04/02/15 04/16/15 05/01/15 03/29/15-04/11/15 04/20/15
10 04/17/15 05/01/15 05/15/15 04/12/15-04/25/15 05/04/15
11 05/02/15 05/16/15 06/01/15 04/26/15-05/09/15 05/19/15
12 05/17/15 06/01/15 06/16/15 05/10/15-05/23/15 06/03/15
13 06/02/15 06/16/15 07/01/15 05/24/15-06/06/15 06/18/15
14 06/17/15 07/01/15 07/16/15 06/07/15-06/20/15 07/06/15
15 07/02/15 07/16/15 07/31/15 06/21/15-07/04/15 07/20/15
16 07/17/15 08/01/15 08/14/15 07/05/15-07/18/15 08/04/15
07/19/15-08/01/15
17 08/02/15 08/16/15 09/01/15 08/02/15-08/15/15 08/18/15
18 08/17/15 09/01/15 09/16/15 08/16/15-08/29/15 09/03/15
19 09/02/15 09/16/15 10/01/15 08/30/15-09/12/15 09/18/15
20 09/17/15 10/01/15 10/16/15 09/13/15-09/26/15 10/05/15
21 10/02/15 10/16/15 10/30/15 09/27/15-10/10/15 10/20/15
22 10/17/15 11/01/15 11/16/15 10/11/15-10/24/15 11/03/15
23 11/02/15 11/16/15 12/01/15 10/25/15-11/07/15 11/18/15
24 11/17/15 12/01/15 12/16/15 11/08/15-11/21/15 12/03/15
01 12/02/15 12/16/15 01/04/16 11/22/15-12/05/15 12/17/15
02 12/17/15 01/01/16 01/15/16 12/06/15-12/19/15 01/05/16
03 01/02/16 01/16/16 02/01/16 12/20/15-01/02/16 01/19/16

*payroll Due Date:All non-exempt employees hours worked must be entered and approved by close of business

on that assigned date.



SOUTH CAROLINA DEPARTMENT OF PUBLIC SAFETY
TIMELINE - 2016 CALENDAR YEAR
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Pay Period | Pay Period Pay Period Payroll Due
Number Beginning Ending Pay Date 14-Day Overtime Period Date
01 12/02/15 12/16/15 01/04/16 11/22/15-12/05/15 12/17/15
02 12/17/15 01/01/16 01/15/16 12/06/15-12/19/15 01/05/16
03 01/02/16 01/16/16 02/01/16 12/20/15-01/02/16 01/19/16
01/03/16-01/16/16
04 01/17/16 02/01/16 02/16/16 01/17/16-01/30/16 02/03/16
05 02/02/16 02/16/16 03/01/16 01/31/16-02/13/16 02/18/16
06 02/17/16 03/01/16 03/16/16 02/14/16-02/27/16 03/03/16
07 03/02/16 03/16/16 04/01/16 02/28/16-03/12/16 03/18/16
08 03/17/16 04/01/16 04/15/16 03/13/16-03/26/16 04/05/16
09 04/02/16 04/16/16 04/29/16 03/27/16-04/09/16 04/19/16
10 04/17/16 05/01/16 05/16/16 04/10/16-04/23/16 05/03/16
11 05/02/16 05/16/16 06/01/16 04/24/16-05/07/16 05/18/16
12 05/17/16 06/01/16 06/16/16 05/08/16-05/21/16 06/03/16
13 06/02/16 06/16/16 07/01/16 05/22/16-06/04/16 06/20/16
14 06/17/16 07/01/16 07/15/16 06/05/16-06/18/16 07/05/16
15 07/02/16 07/16/16 08/01/16 06/19/16-07/02/16 07/19/16
07/03/16-07/16/16
16 07/17/16 08/01/16 08/16/16 07/17/16-07/30/16 08/03/16
17 08/02/16 08/16/16 09/01/16 07/31/16-08/13/16 08/18/16
18 08/17/16 09/01/16 09/16/16 08/14/16-08/27/16 ‘09/06/16
19 09/02/16 09/16/16 09/30/16 08/28/16-09/10/16 09/19/16
20 09/17/16 10/01/16 10/14/16 09/11/16-09/24/16 10/04/16
21 10/02/16 10/16/16 11/01/16 09/25/16-10/08/16 10/18/16
22 10/17/16 11/01/16 11/16/16 10/09/16-10/22/16 11/03/16
23 11/02/16 11/16/16 12/01/16 10/23/16-11/05/16 11/17/16
24 11/17/16 12/01/16 12/16/16 11/06/16-11/19/16 12/05/16
01 12/02/15 12/16/15 01/02/17 11/20/16-12/03/16 12/19/16
02 12/17/15 01/01/16 01/16/17 12/04/16-12/17/16 01/05/17
03 01/02/16 01/16/16 02/01/17 12/18/16-12/31/16 01/20/17

*Payroll Due Date:All non-exempt employees hours worked must be entered and approved by close of business

on that assigned date.
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Thank You for Coming!

Classification & Compensation

Valerie Watts: Phone: (803) 896-9681
Manager Email: ValerieWatts@scdps.gov
Patricia Truesdale: Phone: (803) 896-9678
Compensation Specialist Email: PatriciaTruesdale@scdps.gov
Payroll & Benefits
Patty Duggan: Phone: (803) 896-8018
Manager Email: PattyDuggan@scdps.gov
Jena M. Thompson: Phone: (803) 896-7925
Benefits Counselor Email: JenaThompson@scdps.gov
Angela Allman: Phone: (803) 896-9762 ° °
Payroll Supervisor Email: AngelaAllman@scdps.gov H R T raimnimn g
[ ]
Jessica Bowers: Phone: (803) 896-8082
Payroll Specialist Email: JessicaBowers@scdps.gov M €€ t 11 g

Leave & Employee Relations

Mary Block: Phone: (803) 896-8734

Manager Email: MaryBlock@scdps.gov A g en d a
Shakwana Woodard: Phone: (803) 896-7937

Leave Coordinator Email: ShakwanaWoodard@scdps.gov

Monday, September 28, 2015
Employment, Recruitment & EEO

DeMont Roberson: Phone: (803) 896-7854 .
Manager Email: DeMontRoberson@scdps.gov 1 0-00 AM
Jordan Murphy: Phone: (803) 896-0846

Employment Specialist Email: JordanMurphy@scdps.gov




Benefits
Speakers: Patty Duggan & Jena Thompson
What’s new in 20162
MpyBenefits Tutorial
Provider Directory
My Health Toolkit

Employment
Speakers: DeMont Roberson & Jordan Musrphy
Outside Employment
Temporary Employment

Classification & Compensation
Speakers: Valerie Watts & Trish Truesdale

Position Descriptions
Law Enforcement Officer's Increase

Personnel Action Request’s

¢ LUNCH *
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Payroll & Time Administration
Speakers: Angela Allman & Jessica Bowers

Open ended WSR’s
Missing Time
Shift Substitutions
Rejected Time
Time Collisions
Unapproved Time
Comp Time Balance Close to the Limit
Owertime Report
Holiday Comp
Manager’s Substitutions
Voluntary Deductions
Changing Bank Accounts

Bonus

Leave
Speakers: Mary Block & Shakwana Woodard

Family Medical Leave Act
Military
Worker’s Comp
Leave Pool Donations

Leave Pool Requests



September 28, 2015
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6/24/2016

Today’s Topics

* Welcome ® Overtime Report

® Meet Jessica e Holiday Comp

® Open ended WSR’s ® Manager Substitutions

* Missing Time ® Voluntary Deductions

o Shift Substitutions ® Changing Bank Accounts
® RejectedTime * Bonus

® Time Collisions ® Open Discussion

e Unapproved Time ® Q&A Evaluation

¢ CompTime Balance Close
to the limit

Meet Jessica Bowers

Payroll Analyst
New to SCDPS
New to State Governmen.

Previous Banking
Experience

Hobbies: Horseback
Riding, Arts & Crafts,
Camping

Work Email:

. &

Work Phone:803-896-8082




Why can’t SCEIS create a new WSR for
Law Enforcement Officers?

* Annual/Sick Leave Accruals
e Holiday Comp Accruals

¢ Missing Time

¢ Leave Requests

© Substitutions
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6/24/2016

What is Missing Time?

Employee's Scheduled Hours = Number of hours in a Work Schedule
Rule + /- al] substitutions that have been keyed

Missing Time = Employee’s Scheduled Hours —number of hours
approved in SCEIS

The Missing Time Report generates when the number of hours
approved in SCEIS (working time, leave, LWOP, etc.) does NOT
match the employee's scheduled hours,

Missing Time (Cont'd)
¢ Example: An employee's WSR states the following:

Sundey | MonGer | Temaiy | Weabesomy | thumasy | Frioay | sewiaey

W1 G i T Ll o OF oFF

T [ e o oiF 3 oy
T~ T T

o In addition to the total of 84 actual scheduled hours calculated in the 2
week period above, a substitution has been keyed in SCEIS to make the
Saturday in week 2 an OFF day.

The dﬂ{llﬁj:l’l total actual scheduled hours changes from 84 to 80,
after subtracting the 4 hours (12 hrs, — 8 hrs.) for Saturday from the
total, The system is now expecting the employce to enter in a total of 80
working/ leave hours for this 2 week period. If the employee’s time
entered is less than the total number of actual scheduled hours within
that pay period (80 hours in this example), SCEIS will generate the
difference as missing time.




Steps to resolve Missing Time

® 1) Verify that the employee has met the minimum number of
required hours. (37.5 hours, 80 hours, etc.)

® 2) Make sure all appropriate substitutions have been keyed.

¢ 3) Make sure Work Schedule Rule & Substitutions match the
time that has been entered into SCEIS by the employee.

Lo
s
e
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6/24/2016

Separating Employees & Missing Time

* If an employee separates in the middle of a pay period, they
should only have missing time after their “last day on payroll”
for the number of hours remaining in their Work Schedule
Rule.

® Substitutions should not be keyed for a date after the
employee’s last date on payroll. This can cause an employee's
final pay check to be miscalculated.

Shift Substitutions

Shift Substitutions should be used for single day or lemiorul"y changes to
e :ngl.-d,

aWork Schedule Rule. If the employee’s WSR needi to
please contact the Payroll Department.

® Transaction: PAG]

Make sure all offset substitutions are keyed,

The total number of scheduled hours drives an employee's hourly rate of
pay-

Substitutions should be keyed in the [ollowing cases:
- Anemployee is working on a scheduled day ofl.
- Anemployee is ofl on a day they are scheduled to work




Rejected Time

® A rejected time report is sent to all time administrators 2-3
business days before the first blue day (payroll processing)

® When a supervisor rejects an employee’s time, the rejected time
will post with a red X in CATSDA and will need to be manually
deleted using transaction CATS2, and the carrect hours will need
to be reentered.

Il the rejected time was accidentally rejected by the supervisor, the
time will still need to be deleted in CATS2, and reentered by the
time administrator.
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6/24/2016

Time Collisions ‘*‘

® Ilan employee is having trouble entering leave or time, the
employee most likely has a time collision.

® SCEIS will most likely have to remove the “Stuck Leave.”
® Transaction Code: ZHRTCR
® Causes:

- Time/leave entered by both the employee & time administrator for
the same day.

- Absence hours exceeds scheduled hours (usually due to change in
WSR or substitutions)

- Not enough quota available

Unapproved Time

¢ Transaction: ZHRMTR

® Unapproved time will show with a yellow triangle




Comp Time Close to the Limit

® Report sent out to Time Administrators 2-3 business days
before the first blue day (payroll processing).

 Civilian Employees: 240 hours max

® Law Enforcement: 480 hours max
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6/24/2016

Overtime Report

* Report sent out to Time Administrators 2-3 business days
before the first blue day (payroll processing).

e Use thel4- day Overtime period to check hours.

e Straight time 80-86 (Law enforcement)

® Example:
AT TS T e g
VICHAEL. 0w 316205 1265 SE-Sowghe Ferw/ol 10 "
HEARL, TONN. SAae/an k3 Frembsm SOR. 0
ToREr AT, T ST Tie SR T 0

Holiday Comp

® Max hours of holiday comp per holiday:
-8 hours
8.6 hours (BPS)

* All holidays are extended by SCEIS to 6 months (180 days).
Example: Labor day holiday 9/7/2015 will expire on
3/7/201S.

* When does an employee.nat carn holiday comp?

-When an employee truly “observes” a holiday.
(Scheduled to wark on the holiday and does not work}

» When does an employee earn holiday comp? ’
-When the holiday falls on an OFF day
-When the employee actually works the holiday p-= 48
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Manager Substitutions | = S8

® Managers can identity a substitute to have the items in their
Universal Worklist (Manager Self Service home page) sent to
another person to make temporary approvals in the
manager’s absence.

e Substitutions apply to time, leave and travel requests.

® Please see UPERFORM that is available as a reference.

Voluntary Deductions

& Has to have an effective date of the 2™ or 17%( pay period
beginning date of check that the deduction should start).

Tt Y COUPTROLER GENERAL & OFFICF
FVPIVELE VATHACU I § DT

B/ A PR 1.4
PR
C e e
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i

under MYSCEMPLOYEE.

e Changes less than 10 business days prior to pay check date
will result in the employee receiving a live check.

* Ifabank is being bought out or merging with another bank,
employees will need to contact their bank to ensure that they
will not be receiving a new accounting or routing number, if
they have received a new number, they will need to update
their new numbers in MYSCEMPLOYEE as soon as possible.




Bonus

® Amount :$800

® Second, Separate payment

® Expected Date: October 16, 2015
* Continuous State Service Date: January 1, 2015

® Full Time Positions Only

® Must be employed at the time of the Bonus

® Not Eligible: $100,000+ Annual Salary

® Not Eligible: LWOP Status, until they return to work
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Open Discussion

® Any questions, concerns, issues. . .

Q&A Evaluation




	Overtime information communicated to Troops from 2014 to 2016 provided by DPS (June 29, 2016)



