SCEIS Business Process Procedure (BPP) ESS Personal Data

When to Use This Business Process Procedure

Functional Area(s)
Employee Self-Service
Transaction Code
ESS

Roles

Employee

Purpose

Employee Self-Service (ESS) enables employees to perform their own administrative tasks in support of
life and work events.

The Personal Data service is located in the 'My Personal Info' workset in ESS. Employees can use this
service to display their own personal data, such as:

. Full Legal Name

. Date of Birth (DOB)

) Gender

o Marital Status

. Language
This service in ESS is for display only -- employees cannot change this information. The information
displayed in this service is how it appears in the State's HR system of record. Therefore, if any of this
data is incorrect, it is imperative that the employee contacts their HR Department to initiate the necessary
corrections.

Trigger

Use this service in Employee Self-Service (ESS) to display your own personal data (e.g. legal name,
DOB, and marital status).

Prerequisites

. A MySCEmployee portal user ID.

. ESS users must have an employee master record (e.g. a personnel number) in SAP with an
active Communications Infotype record (IT0105).

° Applicable roles and authorizations (portal and SAP).

Tips and Tricks
. None.

Helpful Hints
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. Always navigate within the MySCEmployee portal (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. .

Related Transactions

° None.
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Step-by-Step Work Instructions

1.

2.

Field

Start all ESS application by logging on to the MySCEmployee Portal:

MySCEmployee
powered by SVEIS

Welcome South Carolina

Lser ID * | |

Password *

Sign up for self-service password reset
Locked or forgotten password? Click here
Change Password

Self Service Password Reset FAQ

For immediate assistance, contact the
Service Desk at {(803) 896-0001 or click
here to submit an online request.

As required, complete/review the following fields:

R/O Description
IC
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UserID* R The MySCEmployee Portal
User ID.

Password * R The employee's password.

3. Click the Log on button [tzaer 1

o

L= After the user is logged on, the tabs on the main page will vary by user, depending on
their roles and authorizations. For example, only managers will see a tab for Manager Self-
Service (MSS) when they log on to the MySCEmployee portal.

6 When using web applications that maintain or create data, always ensure you leave

the application (or log off) when you complete your work. This will prevent record locking.

4. After logging on, the user will be defaulted to the MySCEmployee Home Page.

Thursday, August 11, 2016 4



SCEIS Business Process Procedure (BPP) ESS Personal Data

empmrres MySCEmployee

oowered by SIGIES

Welcome Employee Self-Service
Alertz and Information | Univerzal Worklist

Uzer Access

[4]¥]

Portal Favorites

Welcome to MySCEmployee

= |eave Request

* Record YWorking Time i
MySCEmployee is the place where state employees can manage the

file with the State. Employees can view their pay statements, make I
contact information from any computer with an internet connection.
convenient tool.

MySCEmployee Updates

« MySCEmployee System Availability: Payroll processing ha:
to Employee Self Service and Manager Self Service

« Important Payroll Information: With the end of the year rap
being made for the January 1 payroll. Employees are encours
Checklist

+ MySCEmployee Password: Due fo an SAP technical issue. |
has changed. Please follow these instructions to change yi
out of MySCEmployee before changing your password

+ Ifyou have not taken the Employee Self Service overvi
as possible. The overview course, along with other MySCEmp

Employee Self-Service

5. Click the Employee Self-Services tab
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el MySCEmployee

sowered by SIEIS

Employee Self-5ervice

My Overview | My Employee Search | My Working Time | My Pay | My Personalinfo | My Benefiiz | My Travel and Ex

[4]¥] |
Detailed Navigation |j Employee Self-Service provides South Carolina employess with eazy access to informatio
* My Overview T
t ':" My Employee Search
I Portal Favorites F | Quick Links
Vho's Who
= |eave Request
= Record Working Time
v Pay

*Bank Information (Direct Depo=it)
*Employment Verification

-4 Tax Withholding

“oluntary Deductions

Quick Links
Pay Statementsz

e

iy Benefitz
*Emplovee Ingurance Program VWebzites

@ The My Overview page shows all the available worksets in ESS. A workset is a
grouping of web applications based on a functional area (e.g. Benefits, Pay, Time
Management, etc.).

6. Users can go to the next level of navigation, (the area page), by selecting the workset in three
ossible actions. Select the workset by performing one of the following functions:

Activity Notes

Select the workset TAB. The workset tabs

| My Personalinfo | My are located below the main ESS tab.
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Click the ICON for the workset.

My Personal Info Click the main LINK for the workset.

@ The area page includes all the associated web services/applications for that workset,
the links to access the applications, and a short description of each application (if

applicable).
7. To go to the Personal Data service, click the link £&rsonalData
8. The overview screen for Personal Data is displayed:

Welcome essit02, MyS C E- m p 'Oye e

wowered by SIREIS
Employee Self-Service

My Overview | My Employee Search | My Working Time | My Pay | My Perzonalinfo | My Benefits | My Travel and

Personal Data

[4]] |
I Detailed Navigation |j I Personal Data
= My Personal Info

3
- [ L= L
I Related Links |f| Overview c

=  Submit Help Dezk Tickst
= Help - Perzonal Data

Personal Data
I Portal Favorites |j Full Hame: Paige Nicols Manusl
= Leave Reguest Dizplay Detail
= Record Working Time
|4 Previous Step | | Ex'rt|

9. To display the personal data details, click .
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10.

@ To exit the overview screen and return to the 'My Personal Info' area page, click

5], <Eons|

The personal data detail screen is displayed:

sy MySCEmployee

powered by SIELS

Employee Self-Service

My Benefitz | My Travel and

My Pay | My Personal Info

My Overview | My Employee Search | My Working Time | |

Personal Data
[4]] 1
I Detailed Navigation |f| I Personal Data
* My Personal Info
I 1 2 3 I| B il
Related Link
I Elated Links Cl Overview  Edit  Review and Save
=  Submit Help Dezk Tickst
= Help - Perzonal Data Personal Data
I Portal Favorites |j Hame
= | eave Request - -
= Rercord wDrking Time Firzt Mame: * F'EligE'.-
iddle Hame: Nicole
La=st Mams: * Manusl
Known as:
Academic Title -
5 -
Data at Birth
Date of B 5 7 BT
Gender: Male (& Femals Unknown

Other Personal Data
Language Englizh -

4 Previouz Step
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6 This service in ESS is for display only -- employees cannot change this information.
The information displayed in this service is how it appears in the State's HR system of
record. Therefore, if any of this data is incorrect, it is imperative that the employee contacts
their HR Department to initiate the necessary corrections.

11. Perform one of the following:

If Then

You want to go back to the Personal  |~i

Data overview screen.
You want to exit the Personal I?ata CIick
detail screen and return to the 'My
Personal Info' area page.
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You displayed your personal data and validated it for accuracy.
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None.
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