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Thank you for taking time from your busy schedule to review the following
MySCEmployee Overview presentation material. This introduction is designed

to serve as a general synopsis of the primary functions that you will use in
MySCEmployee.



Mission and Purpose S0EN

SCEIS (South Carolina Enterprise Information System) is
designed to transform the way the state conducts business
by modernizing and standardizing key business
processes. Once fully implemented, SCEIS will:

~ Increase operational efficiency
~ Improve access to information

The South Carolina Enterprise Information System, SCEIS, is designed
improve efficiencies and access to information while modernizing and
standardizing key business processes.
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In recent years South Carolina State government has been operating via
outdated systems that lack the support and maintenance needed to efficiently
process accounting, budgeting, procurement, human resources and payroll
business. Prior to SCEIS many agencies were using systems built in-house
that were not connected across the state. Through an enterprise system,
business is standardized and streamlined for all agencies.
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MySCEmployee is a component of the Human Resources and Payroll functions
in SCEIS which replaces legacy systems in agencies and the previous CG
Payroll System.



Risks We Are Facing SWEIS

High degree of manual effort

Inconsistent data across systems
Cumbersome process to access information
Expense and lack of support for legacy systems

Potential system failure

By implementing modern technology we greatly reduce our risk of outdated
systems that require extensive manual intervention and expertise from
personnel who developed the systems decades ago.



Key MySCEmployee Facts S0EN

@ Prior to go-live, all employees will receive a system login
name and password.

@ MySCEmployee is a secured website accessible from any
computer with an Internet connection.

@ MySCEmployee offers a user-friendly interface that walks
employees through each step of every transaction.

@ Password reset available via automated system or direct
user assistance from the SCEIS Help Desk.

MySCEmployee will help reduce much of the paper shuffling, e-mails and
phone calls that are inherent in human resources administration by putting
many of the day-to-day record-keeping responsibilities in the hands of
employees. With an intuitive user design, MySEmployee is easily accessible
through any computer with an internet connection.
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MySCEmployee Login Page S0EN

Enter https://myscemployee.sc.gov in your web browser.

MySCEmployee

powered by ¥

Woelcome South Carolina State Employees
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To access the MySCEmployee website:

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

2. Enter your User ID and Password, which will be provided prior to your
a g e n ¢ ylibesdatg, m the areas indicated.

3. Click the Log On button to be directed to the MySCEmployee splash page

Note: Always navigate within the MySCEmployee website (utilize the tabs, links,
etc. ). Do not use the fAiBacko and AFor war
(I.E.) toolbar, as they can give atypical results.
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Once you are correctly logged into MySCEmployee, you will see a welcome
greeting in the upper left-hand corner of the page. 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.



Employee Self Service
(Main Overview)

e o SIEIS
 — T
My Overviom | Wy Dopmpns Samn | My Wisnng T | My Py | Sy P bln | My e |
o
Smpyen 5ot Seryen pemeten S Cawom sTmreen oF swn STEWR B FRTTEET 6 werree
.:’ W L. v ”J W Py e
1 Lanin | oy " - sTe e
— Tl we M
aa % Tomatay St
R
Cut e
My Travel ana My Angeg peocy Tow
Working Time icons will | T G on
wrer S
be ehaded and inatlive
r for usars who do not
L = g P
Y, T e (T S reed accass o those hert e s {—ry S
A Lowmryrerd e tuwien modues e ‘ -
WA g
Ve ety Detatare
TN ey
ot Lok
P e
: W dewte Wy "t poeld L
& T teteee et g et " Taoerae focors
- "evnmert ovry - i gt
Smn e
et e e
i " { G
| e PO A—
Guon L
e £

From the Employee Self Service overview page, you can perform many of your
own human resources and payroll related administrative activities.

1.

Notice that the Employee Self Service tab turned green because it is now
active.

You can access any of the seven Employee Self Service links ( My
Employee Search, My Pay, My Benefits, My Career and My Personal Info)
either from the submenu or from the main body of the page.



My Employee Search
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To access My Employee Search function, from the Employee Self Service
overview page, click on the My Employee Search link located on either the

submenu bar or the main overview area.

As noted, only the work contact information such as phone number and email
address wil |l be visible in the Whoos

Wh o
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My Employee Search
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From the My Employee Search overview
searching for a state employee.Usi ng t he Whods Who fu
empl oyeebs:
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ncti

A Contact information including work e-mail address and phone number (if
provided by the agency)

A Personnel area
A Position

A Organizational unit

Note: No sensitive data, such as pay information, is available through My
Employee Search.
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Employees can search for other state employees by name or organizational

unit. Wild card (*), also known as an asterisk, searches can be used in any

field. To use the Whods Who function, ent
organizational unit in the appropriate field. It is important to note that the less

information you provide (e.g. only providing a letter, such as J*) the longer the

search will take because the system will generate results for every state

employee whose last name starts with the letter J, for instance.
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