SCEIS Business Process Procedure (BPP) MSS Team Calendar

When to Use This Business Process Procedure

Functional Area(s)

MySCEmployee, Manager Self-Service (MSS), My Team, Team Overview, Team Calendar
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 Team Calendar service is located on the Team Overview page in MSS. Managers will use
the Team Calendar to monitor their employees' scheduled absences, pending leave requests,
and approved working time. The calendar will also assist with schedule planning. The calendar
will default to the current month view, but other months can be displayed by selection of the
monthly drop down menu. NOTE: If selecting a different month and year, click the "start" button
to display the data.

Trigger

Perform this procedure in Manager Self-Service (MSS) when there is a need to display the team calendar
and monitor scheduled time off.

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 (IT0105).

. 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
'Back’ and 'Forward' buttons on the Internet Explorer (1.E.) toolbar, as they can give atypical

results.

Related Transactions
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° None.
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Step-by-Step Work Instructions

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

MySCEmployee
powered by SVEIS

_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 | FAD | System Messhges | Privacy & Security Policy |

Capyright i 2000 Stats O Sauth Carn i

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

Cc
User ID * R The MySCEmployee Portal User ID.

Password * R The employee's password.

3. Click the Log on button |_Leaeon |
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;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

Welcome MSSITO1 MS5ITO1

[41¥]

MSS Team Calendar

Manager Self-Service

MySCEmpioyee

Manager Self-Service

I Detailed Navigation =] I Universal Worklist

* [0 My Work Overview
= Tasks and Alerts

F O My Team

F [O My Organization

¥ [O My Reports
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& viating for update

m Alerts | Notifications | Tracking

Show: |HE':.' and In Progrezss Tazks |v||EEIE|:1 a Subview...

Subject = 1 Fr
|_ EDIL: Partner profile not available =, Wi
EDI Partner profile not available =, Wi
] EDI: Partner prefie not available =, Ly
] EDI Partner profile not available =, Vi
] EDI Partner profile not available =, Vi
] EDI: Partner prefie not available =, Vi
] EDI Partner profile not available =, Vi
] EDI Partner profie not available =, Wi
] EDIL Partner profile not available =, Vi
] Kip Zachary Keating's Leave Request =, e
HES T TMEE
EDI: Partner profile not available
Sent: Jun 20, 2011 by Workflow System Priority: Nor

Status: New

An error occurred during inbound proceszing of an IDoc. If vou execute the
work item, the current status of thiz IDoc iz dizplayed.

Here yvou can obtain additional informatien regarding the error. Depending
on the error, further procezzing of the IDoc iz possible.
Attachments

Type Tile

B Application Doc: 0000000000002012

| Open Tazk || F‘.esubm'rt” Forward || Azsign To Me
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@ MSS users will be defaulted to the 'Tasks and Alerts' page.

6. Go to the 'Detailed Navigation' on the left section of the screen. Navigate to the Team Calendar
by expanding the folders down the tree structure.

slcome MySCEmployee
Weil MSSITO1 MSSITO1 " WZ i SI"(’EB p y

Manager Self-Service

Team Calendar
[4]¥] |

I Detailed Navigation |i| I Team Calendar

+ [ My Work Owverview
= Taszk= and Aleriz
* [ KMy Team

Dizplay Data for: |Dir5::'tty5ut:crdinﬂt5Emplcy553|v| for: |;;-ugu3t |v| in: E

Mok Tue Wed ThuFri Sat SunMon Tue Wed ThuFri Sat
ol 02 03 o0d 05 05 07 08 09 10 11 12 13

= Team Overview
F [0 Employes Information

* [ Emplovee Working Times
« Approve Time Sheet Data
= Approve Leave Requests
= Team Calendar
= Approve Time and Leave
¥ [O My QOrganization
O My Reports

Tina Melody kane
kip Zachary keating
Jeanine Rozeanne [uarles

Lorri Retha Raines

Absent Multiple Entries Sent [JJ] D=eleticn Regquested Working Hours

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

*NOTE: Team calendar enly dizplays previous three months of data. In addition, leave

There is more than one attendancefabsence on this day. Select one attendan

Type of AttendancelLeave From To Aftendance/Ab=ence Hours
J Attendance hourz S92011 | 8802011 2
J Al Annual Leave 292011 | S/S2011 35

@ The Team Calendar will default to display the current month. However, other
monthly views can be displayed by selecting a month from the drop-down and clicking

Em)
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-f-E Select a date from the Team Calendar to view details of the leave request or working

hours.
7. The Team Calendar has a color code to represent the absences:

Color / Code Notes

Blue - || Absent Absent - Indicates a scheduled/approved
leave request. It can also indicate a
previously taken absence.

Light Blue - Multiple Entries Multiple Entries - Indicates a pending leave

9 request that includes more than one absence
type for one work day (e.g 4 hours Annual
Leave and 4 hours Comp Time).

Pink - | Sent Sent - Indicates a pending leave request to
be approved or rejected.

Red - Il Deletion Requested Deletion Requested - Indicates a previously
rejected leave request. The action is one the
employee to either delete the request or
resubmit it.

Working Hours Working Hours - Indicates working time that

Green - has been approved and posted in the system.
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You have displayed the Team Calendar for your employees.
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None.
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