SCEIS Business Process Procedure (BPP) MSS Approve Time Sheets

When to Use This Business Process Procedure

Functional Area(s)

MySCEmployee, My Team, Employee Working Times, Approve Time Sheet Data
Transaction Code

MYSCEmployee MSS

Roles

Managers (or Supervisors) as assigned by the agency

Purpose

Use this procedure in Manager Self-Service (MSS) as a single access point for Managers (or
Supervisors) to find employee information and perform managerial tasks.

MSS users must hold a Chief Position in their department (e.g. Organizational Unit) and will only have
access to their direct reporting employees.

. The Approve Time Sheet Data service is located on the My Team workset in MSS. The time is
entered by employees in ESS; the manager will either approve or reject the time in MSS.

. Time Approval is an important part of the State's business process. Time data must be in
'Approved' status or it will not be available for Time Evaluation (processing of leave accruals, etc.)
and Payroll processing.

) NOTE: Employees will not enter absences into the time sheet. All absence hours will be entered
in the Leave Request service in ESS. The absences will be automatically posted to the time
sheet once posted.

) Time Approvals - Once the time is entered into ESS, it will be available for your manager to
approve it in MSS. After the time is approved, it cannot be changed in ESS (by employees) or in
MSS (by managers). Employees who need to make a time sheet correction should be directed to
their Time Administrator.

. Time Rejections - Managers have the option to reject the employee's time. Time is primarily
rejected due to wrong hours or charges. Although employees have visibility of rejected time the
next time they go to their time sheet, the manager should make the effort to communicate the
rejection the employee to ensure accurate time and meet submission deadlines. The state
recommends time is entered and approved daily, but must completed by the end of the pay
period.

. Charge Objects - Some state employees will be required to charge their time to Cost Objects
(i.e. Charge Objects). A cost object captures time within a financial area of responsibility (for
example, a Cost Center, Functional Area, Fund, WBS, Internal Order, Grant, etc.). These
employees will have additional fields on their time sheets to input the cost objects against their
time. Managers will need to review the time charged to the various cost objects and approve or
reject the time. It is the manager's (or Time Administrator's) responsibility to communicate to their
employees what cost objects they should be using in their agency.

Trigger
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Perform this procedure in Manager Self-Service (MSS) when there is a need to process Time Sheets
(approve or reject) for your employees.

Prerequisites

. A MySCEmployee portal user ID.

. MSS users must hold the chief position in their department (organizational unit).

. MSS users must have an employee master record (e.g. a personnel number) in SAP with an
active Communications Infotype record (IT0O105).

. Applicable roles and authorizations (portal and SAP).

Tips and Tricks
. None.
Helpful Hints
. Always navigate within the MySCEmployee portal (utilize the tabs, links, etc.). Do not use the
'rzzﬁﬁ';md 'Forward' buttons on the Internet Explorer (1.E.) toolbar, as they can give atypical

Related Transactions

° None.
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Step-by-Step Work Instructions

MSS Approve Time Sheets

1. Start all MSS application by logging on to the MySCEmployee Portal:

MySCEm
powered by S(E

ployee

_Welcome South C;-lrolina State E

J teer 13+ ————
i Femwwerd ™ l—
.

S TATE INFOLMAT IO
TRCHMOLOGY

B*CB

S BUDGGET AND CONTROL BOWED

| SCEIS Service Desk | FAQ | System Messages | Privacy A Security Polcy

2. As required, complete/review the following fields:
Field R/O/ Description

Cc
User ID * R The MySCEmployee Portal User ID.

Capyright i 2000 Stats O Sauth Carn i

Password * R The employee's password.

3. Click the Log on button |_Leaeon |

Thursday, August 11, 2016



SCEIS Business Process Procedure (BPP) MSS Approve Time Sheets

;E 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.

elcome msstrain M SCEm IO ee
eceme mssians. | A

Welcome Employee Self-Service Manager Self-Service

Alerts and Information | Universal Worklist

Welcome to MySCEmployee

MySCEmployee is designed to empower employees by putting many day-to-day record keeping respc
state employees can, among other activities, enter and submit time for manager approval, access pay
leave requests, view various quota balances, update mailing addresses, and search for other state e

News Of Interest

» Note: Employees who are new to MySCEmployee are encouraged to take the Employee Self S
appropriate) training prior to using the system. Be on the lookout for information from your resp

» Be Sure to Verify Your Personal Information: You are encouraged to review and verify you
contacts, social security number and date of birth soon after go-live.

+» Reminder: MySCEmployee currently supports Internet Explorer versions 6 & 7. Version 8 is no
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5. Click the Manager Self-Service tab | Manager sel-Servics

Thursday, August 11, 2016 5



SCEIS Business Process Procedure (BPP) MSS Approve Time Sheets

sicome MySCEmployee
Wel MSSITO1 MSSITO1 o WZ X ms p y

Manager Self-5ervice

[4]¥] 1
I Detailed Navigation E I Universal Worklist
[ Wy Waork Overview ] VWaiting for update
- I B vers | otifications | Tracking
* [ My Team
» Team Owerview Show: |HE'.:; and In Progress Tazks |v||EEIE|:t a Subview...
F (O Employes Information
- Foy
~ O Employee Working Times Subject = | From
= Approve Time Shest Data |— EDI: Partner profile not available = Workfl
« Approve Leave Requests EDI: Partner profile not available = Workfl
= Team Calendar EDI: Partner profile not available =, Workfl
R EDI: Partner profile not available = Workfl
F 3 My Organization | : .
EDI Partner profile not available = Workfl
F O My Reportz I
EDI: Partner profile not available = Workfl
EDI: Partner profile not available = Workfl
EDI Partner profile not available = Workfl
EDI: Partner profile not available = Workfl
EDI: Partner profile not available = Workfl
HES U AE
EDI: Partner profile not available
Sent:  Jun 21, 2011 by Workflow System Priority:  Nor

Status: MNew

An error occurred during inbound processing of an IDoc. If vou execute the
work item, the current status of this IDoc iz digplayed.

Hers vou can obtain additional information regarding the error. Depending
on the error, further processing of the IDoc iz pozszible.
Attachments

Type Tile

B Application Doc: 0000000000002015

| Open _EIEI':H Resubmit || Forward || Azsign To Me

I Reminder of Dates

August 2011 DatesiTazk for All Employses

Date Event Mame

BI23020 Date of Birth | Tina Melody Kane
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o

MSS users will be defaulted to the 'Tasks and Alerts’ page.

6. Perform one of the following:
To Go To
Approve time Step 7
Without Cost
Objects
Approve time With  Step 17
Cost Objects
7.

Go to the 'Detailed Navigation' on the left section of the screen. Navigate to the Approve Time

Sheet Data service by expanding the folders down the tree structure: My Team --> Employee
Working Times --> Approve Time Sheet Data.
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/= Approve Time Sheet Data - SAP NetWeaver Portal - Windows Internet Explorer

ZI7 https: | fsapportaldew.sc.govfirjfservietprtfportalprieventname/Mavigate/priroot fpcd! 3aportal_conkenk!2Fevery _user!2Fgeneral 2fsc,

Approve Time by Manager

s [1] 3] 3] u

v bt Y I_I I—I
Collective Approval Review and Save Completed

View: Simple Yiew - Weekhy

LINK TO HELP DOCUMENTS

NOTE: If using Daily View, warning message will appear if the recorded time and approved time does not equal the 13
greater than or less than the target time, even though the employee has worked his/her target hours for the week,

10007035 Kip Zachary Keating 02082011 02142011 m 11.500 H

|1 Previous 5tep| | Review k

Team Calendar

Dizplay Data for: |Directly Subordinate Employees [w] for: [August [=] in: [2011]+] [ Start]

2011 August
Maor Tue Wed ThuFri Sat SunFMon Tue Wed ThuFri Sat SunMon Tue Wed ThuFri Sat SunMon Tue W
oL 02 03 od 08 05 0F 083 09 10 11 12 13 14 15 16 A7 18 19 20 21 22 23 :

Tina Melody kane

Jeanine Rozeanne Quarles

Lorri Retha Raines

[ 4bsent | Multipls Entries || Sent [JJ] Deleticn Requested ] Working Hours

*NOTE: Working hourz will not appear on the calendar until approved and posted. Werking hourz approved today will dizplay on the

*MOTE: Team calendar only dizplays previcus three months of data. In addition, leave requestz and working heurs for current mont
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o

£ A new window will launch and default to the Collective Approval screen with a 'Simple'
view. Various views can be selected from the drop-down. A view specifies how the time
data is displayed.

--»—-; The Hours to Approve, Approved Hrs/Leave, and Target Time column can be used to
identify employees who have not entered their time according to their work schedule (e.g.
missing time or too much time entered for the period).

o

L= The 'Message' column indicates if a system message exists for the employees. To

view the message text, hover your cursor of the message icon (. The message will
appear if the Hours to Approve plus the Approved Hrs/Leave columns are less than or equal
to the Target Time column. |[<EON>|

8. To view the details (individual daily working times) for an employee, select the hours link for that
employee. For example, 11.5 hours.
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iy

MSS Approve Time Sheets

_ Approve Time Sheet Data - SAP NetWeaver Portal - Windows Internet Explorer

ZI7 https: | /sapportaldey. sc.gov/irjfservlet/prkfportal/prieventname/Mavigate/priroot/pod! 3aportal_content! 2fevery_user!2fgenerall 2Fsc

Approve Time by Manager

1 2] 3]
| L~ | L= |

Collective Approval Review and Save Completed

— Y

Collective Approval

[a]

Individual Approval

N U A P PR E T RIS TIRE

Approved working times
Period from: [2/8/2011 To [814/2011 | Go|

020872011
081072011

10007035
10007035

1000
2001

Aftendance h
AZ Sick Leaw

Kip Zachary Keating

Kip Zachary Keating

03082011 10007035 Kip Zachary Keating 1000 Attendance h
02082011 10007035 Kip Zachary Keating 1000 Attendance h
oaM 052011 10007035 Kip Zachary Keating 1000 Atftendance h

| Previous Step| | Transfer

Team Calendar
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Dizplay Data for: |Directly Subordinate Employees [+ for: [August [=] in: [2011]=] [ Start]

2011 August
Mo Tue Wed ThuFri Sat SunFon Tue Wed ThuFri Sat SunMaon Tue Wed ThuFri Sat SunMon Tue W
ol 02 03 od 05 0o OF 08 09 10 11 12 13 14 415 16 AT 18 19 20 21 22 23

Tina Melody Kane

Jeanine Rozeanne Quarles

Lorri Retha Raines

[ Absent | Multipls Entries || Sent [JJ] Delsticn Reguested ] Working Hours

*MWOTE: YWorking hours will not appear on the calendar until approved and poested. Working hourz approved today will dizplay on the

*MOTE: Team calendar cnly dizplays previous three menthe of data. In addition, leave requestz and working hours for current ment
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_;_; Click "Show Approving Working Time" link to view previously approved working time
or leave for the work week that the time is being reviewed.

9. To go back to the 'Collective Approval' screen, click or if you changed approval
status of any working time click .
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/= Approve Time Sheet Data - SAP NetWeaver Portal - Windows Internet Explorer

ZI7 https: | fsapportaldew.sc.govfirjfservietprtfportalprieventname/Mavigate/priroot fpcd! 3aportal_conkenk!2Fevery _user!2Fgeneral 2fsc,

Approve Time by Manager

s [1] 3] 3] u

v bt Y I_I I—I
Collective Approval Review and Save Completed

View: Simple Yiew - Weekhy

LINK TO HELP DOCUMENTS

NOTE: If using Daily View, warning message will appear if the recorded time and approved time does not equal the 13
greater than or less than the target time, even though the employee has worked his/her target hours for the week,

10007035 Kip Zachary Keating 02082011 02142011 m 11.500 H

|1 Previous 5tep| | Review k

Team Calendar

Dizplay Data for: |Directly Subordinate Employees [w] for: [August [=] in: [2011]+] [ Start]

2011 August
Maor Tue Wed ThuFri Sat SunFMon Tue Wed ThuFri Sat SunMon Tue Wed ThuFri Sat SunMon Tue W
oL 02 03 od 08 05 0F 083 09 10 11 12 13 14 15 16 A7 18 19 20 21 22 23 :

Tina Melody kane

Jeanine Rozeanne Quarles

Lorri Retha Raines

[ 4bsent | Multipls Entries || Sent [JJ] Deleticn Requested ] Working Hours

*NOTE: Working hourz will not appear on the calendar until approved and posted. Werking hourz approved today will dizplay on the

*MOTE: Team calendar only dizplays previcus three months of data. In addition, leave requestz and working heurs for current mont
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10. To process the time data, select one of the following from the 'Approval' drop-down:
Activity Notes
Approve All Select to Approve

all displayed time for
the employee.

NOTE: The system
will default to this
option. Managers
need to be cautious
they are approving
the time the intend
to.

Reject All Select to Reject all
displayed time for
the employee. The
employee will see
the rejected time the
next time he/she
logs on to ESS and
goes to the 'Record
Working Time'
service.

NOTE: Since

the rejected time
should be
resubmitted in a
timely manner, the
manager should
notify the employee
that his/her time was
rejected.

Resubmit All Select to Resubmit
all displayed time for
the employee. This
excludes the time
data from being
approved or rejected
and will be available
in the 'Approve Time
Sheet Data' service
until processed
(approved or
rejected).

NOTE: This option is
primarily used if the
manager does not
have enough
information to
approve/reject
someone's time and
would like to come
back to it at a later
point. Yet, the
manager would like
to continue with
approving the time
for his/her other
employees.

1. Select the approval types from the drop-down and click .
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-

_ Approve Time Sheet Data - SAP NetWeaver Portal - Windows Internet Explorer

Z7 https: | sapportaldey. sc.govivifservietprefparkalf prieventnameMavigate/priroat jped! 3apartal_conktent! 2Fevery_user!2fgenerall 2Fsc

Approve Time by Manager

b [5] 3]

’ B 2] I
Collective Approval Review and Save Completed

View:  |Simple View - Weekly [«]

10007035 Kip Zachary Keating 1000 Attendance hours
10007035 Kip Zachary Keating 1000 Attendance hours
10007035 Kip Zachary Keating 1000 Aftendance hours

[« Previous Step | [ Save]

Team Calendar

Display Data for: |Directly Subordinate Employees [w| for: August [«] in: [2011]+] | Start|

2011 August
Mon Tue Wed ThuFri Sat SunMon Tue Wed ThuFri Sat SunMon Tue Wed ThuFri Sat SunMon Tue W
oL 02 03 04 05 0o OF 05 09 10 11 12 13 14 415 15 A7 18 19 20 21 22 23 :

Tina Melody Kane

Jeanine Rozeanne Quarles

Lorri Retha Raines

[ Absent | Multipls Entries || Sent ] Deletion Requasted [ Wodking Hours

*MOTE: Working hours will not appear on the calendar until approved and posted. Working hours approved today will dizplay on the

*MOTE: Team calendar only dizplayz previous three months of data. In addition, leave requestz and working hours for current mont

12. To save and approve the time, click [save]
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/" Approve Time Sheet Data - SAP NetWeaver Portal - Windows Internet Explorer

=

htkps: [fsapportaldey ., sc.gov/ivifservletfprt fportalfpreeventname Mavigate fprirookfped! 3aportal_content! 2fevery_userlZ2fgeneral | 2Fsc,

Approve Time by Manager

b [1 ] [ 3| [ =] m
g Lwa L= S|
Collective Approval Review and Save Completed

@ Your data has been saved.

What do you want to do next?
Approve Additional Working Times

10007035 Kip Zachary Keating 1000 Atltendance hours
10007035 Kip Zachary Keating 1000 Attendance hours
10007035 Kip Zachary Keating 1000 Attendance hours

Team Calendar

Display Data for: |Directly Subordinate Employees || for: [August [=] in: [2011]+=] [ Start]

2011 August
Mon Tue Wed ThuFri Sat SunMon Tue Wed ThuFri Sat Sun Mon Tue Wed ThuFri Sat Sun Mon Tue b
oL 02 03 o4 05 05 OF 08 09 10 11 12 43 44 15 16 A7 18 19 20 21 22 23 2

Tina Melody kane

Jeanine Roseanne Quarles

Lorri Retha Raines

B &bsent | Multiple Entries [ Sent ] D=lsticn Requested ] Working Hours

*MOTE: “Working hours will not appear on the calendar until approved and posted. Working hours approved today will dizplay on the

*NOTE: Team calendar cnly dizplays previous three months of data. In addition, leave reguestz and working hours for current montt
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13.

14.

' AP .:..4.4" 1Af, i T
Approve Additional Working Times . NOTE: If

To go back to the main approval screen, click
approving working time from the universal worklist, the approve additional working times link will
not work.

Approving time for employees who use Cost Objects (also known as Charge Objects):

Some state employees will be required to charge their time to Cost Objects. These employees
will have additional fields on their time sheets to input the cost objects against their time.
Managers will need to review the time charged to the various cost objects and approve or reject
the time. It is the manager's (or Time Administrator's) responsibility to communicate to their
employee what cost objects they should be charging.

To approve time charged to Cost Objects, select one of the views to display the extra fields (the
cost object details will be displayed on the next screen after this one):
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r

¢/~ Approve Time Sheet Data - SAP NetWeaver Portal - Windows Internet Explorer

ZI7 https:|[fsapportaldey . sc.gov/irjfserviet/prtfportal/prieventname [Mavigate /priroot/pcd! 3aportal_content!2fevery _user!2fgeneral |2

I Approve Time by Manager

I 1 [2 3 o
N | lwal 2] L]
Collective Approval Review and Save Completed
View:  |Daily View - With Cost Objects [+

LINK TO HELP DOCUMENTS

NOTE: If using Daily View, warning message will appear if the recorded time and approved time does not equal the
greater than or less than the target time, even though the employee has worked his/her target hours for the wee|

10027757 MNewton Pat Abernathy 1000 Attendance hours 082212011 0&/Z2212011

|1 Previous Step | | Review F

Team Calendar

Display Data for: [Directly Subordinate Employees [«] for: [August [+] in: [2011]+] [ Start]

2011 August
Man Tue Wed Thu Fri Sat Sun Fon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue
oL 02 03 04 05 06 0F 08 09 10 11 12 13 14 45 16 17 18 19 20 21 22 23

Newton Pat Abernathuy -

Crustal Hollie Crowley

. Absent Multiple Entries Sent . Deletion Requested . ‘Working Hours

*MOTE: Weorking heurs wil not appear on the calendar until appreved and posted. Werking hours approved today will dizplay on

*MOTE: Team calendar cnhy dizplaye previoug three moenths of data. In addition, leave reguestz and working hourz for current mi

15.  Click LReview ¥]
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| /= Approve Time Sheet Data - SAP NetWeaver Portal - Windows Internet Explorer

ZI7 https: ) fsapportaldew.sc.govfirjfservietprtfportalprieventname/Mavigate/priroot jpocd! 3aportal_conkent!ZFevery _user!2Fgeneral 2fs

Approve Time by Manager

[ 2 [ 3

" EX = I
Collective Approval Review and Save Completed

View:  |Daily View - With Cost Objects [«]

10027757 Mewton Pat Abernathy Attendance hourz EQ20A00010
10027797 Mewton Pat Abernathy Atftendance hourz E020400010 AL

| 1 Previous Step | I Save |

Team Calendar

Dizplay Data for: |Directly Subordinate Employees [w] for: [August [=] in: [2011]+] [ Start]

2011 August
Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Zun Mon Tue Wed Thu Fri Sat Sun Mon Tue |
oL oz 03 0d4 05 06 O0F 08 09 10 11 12 13 14 15 16 17 18 19 20 21 22 23

Mewton Pat Abernathy -

Crustal Hollie Crowley

.Al}s-Ent Multiple Entries Sent . Deletion Requested . Wosking Hours

*NOTE: Working hourz will not appear on the calendar until approved and pested. Working hours approved teday will display on tr

*NOTE: Team calendar cnhy dizplays previous three monthe of data. In addition, leave reguestz and working hourg for current mor

15.1. Go to the bottom of the screen and drag the scroll bar to the right to display all the column
details:
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/= Approve Time Sheet Data - SAP NetWeaver Portal - Windows Internet Explorer

Z7 https:fsapportaldey. sc.gov/ivjfservletprfportalfprieventname/Mavigate/priroot fpcd! 3aportal_content! 2fevery _user! 2Fgenerall 2Fsc

10010000
10010000

16. To save and approve the time, click [ save],
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~ Approve Time Sheet Data - SAP NetWeaver Portal - Windows Internet Explorer

ZI7 htkps:)[sapportaldey . sc.govfirjfservletprt fportal fprieventname Mavigate /priroot/pod! 3aportal_content!2fevery _user!2Fgenerall 2f

I Approve Time by Manager

N [1] [51 5]
b = 12 ] 50—

Collective Approval Review and Save Completed

. Your data has been saved.

VWhat do you want to do next?
Approve Additicnal Working Times

10027797 Mewton Pat Abernathy Attendance hours E020400010 A

10027787 Mewton Pat Abernathy Attendance hours E080400010 A

Team Calendar

Display Data for: |Directly Subordinate Employees [w] for: [August [=] in: [2011]+] [ Start]

2011 August
Mot Tue Wed Thu Fri Sat Sun Mok Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue
ol 02 03 od 05 06 OF 08 09 10 11 12 413 44 15 46 A7 18 19 20 21 22 23

Newton Pat Akernathuy -

Crustal Hollie Crowley

[ Absent | Multipls Entrizs | Sent ] D=lsticn Reguest=d [ Working Hours

*NOTE: Working hourz will not appear on the calendar until approved and posted. Working hourz approved today will dizplay on

*MOTE: Team calendar only dizplaye previous three monthe of data. In addition, leave requestz and working hours for current mi

17. To go back to the main approval screen, click Approve Additional Working Times

J Reference: See BPP for ESS - Record Working Time.

Thursday, August 11, 2016 20



SCEIS Business Process Procedure (BPP) MSS Approve Time Sheets

You processed time sheets (approve or reject) for your employees.
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None.
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