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LESSON 1: Log into the 

MySCEmployee Website 
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Log into the MySCEmployee  

Website  

1. Type https://myscemployee.sc.gov in your web browser. 

2. Enter your User ID and Password.  

3. Click Log on.  
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Log into the MySCEmployee  

Website  

4. Click the Employee Self Service tab.   
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5.   Click the My Working Time link.   

Log into the MySCEmployee  

Website  
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Log into the MySCEmployee  

Website  



LESSON 2: Record Working Time 

(without Charge Objects) 
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Work Schedules 

• Each employee has a work schedule.  

 

• Recorded in the back-end of the system by your 

Human Resources Department.  

 

• Tells SCEIS what days and hours you are expected to 

work and what days and hours you are expected to be 

off. 

 

• Drives when you earn leave and other benefits such 

as comp time.  

 

• Work schedules are very important! 
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When to Record Time 

• It is best to record time on a daily basis.  

 

• Temporary employees who do not record time will not 

be paid. 

 

• Not recording time can affect when you earn your 

leave for some full-time employees.  

 

• Supervisors should approve time entries as soon as 

possible, or at least on a weekly basis. 
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Military/24 Hour Time 
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Military/24 Hour Time 
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Military/24 Hour Time 

Example of common mistakes 

• John works from 8:00 a.m. to 4:30 p.m. each day.  

When John records his working time he uses:  

o 08:00 to 12:00 as his working time before lunch 

and 13:00 to 4:30 (instead of 16:30) as his working 

time after lunch.  

 

• What time does SCEIS think John left work?  

• 4:30 a.m. 

 

• SCEIS views 4:30 as 04:30 in military time.  

• If John left at 4:30 p.m., he should record that he 

left at 16:30. 
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Record Working Time 

1. Click the My Working Time link. 
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2. Select the Record Working Time link. 

Record Working Time 
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Display Weekly Time Tab  
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Display Weekly Time Tab  

Total Weekly 

Hours Submitted 

 Hours Submitted  

for a Given Day 
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Record Working Time 

3. To record working time, click the Enter Daily Time tab.  
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Record Working Time 

4. Select the appropriate attendance type from the drop-down menu in the 

first column. 
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Record Working Time 

5. Enter the Start time and End time before lunch in military time. 
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Record Working Time 

6. Select the appropriate attendance type from the drop-down menu in the 

first column. 
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Record Working Time 

7. Enter the Start time and End time after lunch in military time. 

8. Click Review. 
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Record Working Time - Example 

• Susie selects Attendance hours (1000) as her attendance type and 

records 08:00 as her Start time. 

• Susie records 12:00 (12 p.m.) as her End time, and takes lunch. 

• On the next line, Susie selects Attendance hours (1000) as her 

attendance type and records 13:00 as her Start time.  

• At the end of the day, Susie records 16:30 (4:30 p.m.) as her End time.  
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Record Working Time 

9. Review your time for accuracy.  If you need to make changes, click 

Previous Step.   

10.Click Save to submit your time for approval. 
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Record Working Time 

Note: You can enter time retroactively up to 30 days. However, no future 

time can be entered into the system. 
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Record Working Time  

With Wage Type 
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Record Working Time for  

Multiple Days 

1. After time is entered for one day, instead of clicking Review, click the 

yellow next arrow, or select a date from the calendar icon, then click 

Go.   

2. Enter time for the second date.  Repeat steps one and two until all dates 

are entered.   
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Record Working Time for  

Multiple Days 

3. Once time is entered for all days, click Review.   
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Record Working Time for  

Multiple Days 

4. Review the hours for accuracy.  If you need to make changes, click 

Previous Step.  

5. Click Save to submit the time for approval.  
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Record Working Time for  

Multiple Days 
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View Time Approval Status 

1. Use the yellow arrows or select a date from the calendar icon to find 

the time entry you wish to check.    

2. Click Go.   

3. Click the Details hyperlink. 
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View Time Approval Status  



33 

View Time Approval Status  
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View Time Approval Status  



35 

My Working Time Calendar Display 

Rejected - The person who approves your time reviewed it and decided not 

to approve it. You should follow up with your manager for clarification. 

 

Excess Time Recorded - You recorded time that was more than the amount 

you are normally scheduled to work. This warning will not prevent time from 

being processed in the system. 
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Edit/Delete Working Time 

Note:  You cannot delete or edit time that has been 

approved by your supervisor.   

 

If time that has already been approved needs to be 

deleted, contact your agency’s Time Administrator.   
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Edit/Delete Working Time 

1. To find the time entry you would like to edit or delete, on the Enter Daily 

Time tab, click the yellow arrows on either side of the calendar date, or 

select a date from the Calendar icon.  

2. Then click Go. 
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Delete Working Time 

1. Find the time entry you wish to delete.  

2. Click the blue box beside the row you wish to delete.  
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Delete Working Time 

3. Click Delete Row.  
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Delete Working Time 

4. Click Review. 
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Delete Working Time 

5. Review the entry you are deleting.     

6. Click Save.  
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Delete Working Time 
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Edit Working Time 

1. Find the time entry you wish to edit by selecting the date from the 

calendar or using the yellow arrows to change days. 

2. Edit the time entry.  

3. Click Review. 
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Edit Working Time 

4. Review the entry you are editing.  Click Previous Step if you need to 

make changes.   

5. Click Save.  
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Edit Working Time 
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Missing Time Reminders 

• If you are missing time and have an 

accurate email address in the system, 

you will receive an email notifying you of 

the missing time.  

 

• If you do not have an accurate email 

address in the system, the missing time 

email will be sent to your direct 

supervisor.   

 

• If neither you nor your supervisor has an 

accurate email address in the system, no 

email is sent. 



LESSON 3: Record Working Time 

(with Charge Objects) 
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Charge Objects 

Note: Other than the requirement to record additional 

fields, the process to record working time with charge 

objects is the same as recording working time without 

charge objects.   

 

Please complete Lesson 2 of this course before 

proceeding with this lesson. 
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Charge Objects 

Charge Objects  

 

• Set of data that identifies the account used to 

fund a specific agency project 

 

• When entered with working time, allows 

agency to track how much time and money is 

spent on a project 
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Charge Objects 
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Charge Objects 

• You and your supervisor need to ensure 

the correct charge objects are being 

used when recording time.   

 

• Using incorrect charge objects will create 

posting issues between payroll and 

finance.  
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Record Working Time with Charge 

Objects 
1. Click the My Working Time link. 
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Record Working Time with 

Charge Objects 
2. Select the Record Working Time link. 
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Record Working Time with 

Charge Objects 

3. To record working time, click the Enter Daily Time tab.  
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Record Working Time with 

Charge Objects 
4. Enter the following for the time worked before lunch:  

Receiver Cost Center 

Receiver fund 

Receiving Functional Area 

Receiver Grant 
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Record Working Time with 

Charge Objects 
5. Select the appropriate attendance type from the drop-down menu.   
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Record Working Time with 

Charge Objects 
6. Enter the Start time (time you began work) and End time (time you 

ended work) before lunch in military time. 
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Record Working Time with 

Charge Objects 
7. Enter the following for the time worked after lunch:  

Receiver Cost Center 

Receiver fund 

Receiving Functional Area 

Receiver Grant 
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Record Working Time with 

Charge Objects 

8. Select the appropriate attendance type from the drop-down menu.   



60 

Record Working Time with 

Charge Objects 
9. Enter the Start time and End time after lunch in military time. 

10.Click Review. 
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Record Working Time with 

Charge Objects 
11.Review your time for accuracy.  If you need to make changes, click 

Previous Step.  

12.Click Save to submit your time for approval. 
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Record Working Time with 

Charge Objects 
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Record Working Time with 

Charge Objects 

1. To copy previously used charge objects, select Show Worklist.  
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Record Working Time with 

Charge Objects 
2. Click the blue box beside the row of charge objects you wish to copy.   

3. Click Copy Rows. 
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Record Working Time with 

Charge Objects 
The copied row of charge objects should now appear in the Enter Daily Time 

tab.  
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Record Working Time with 

Charge Objects 

1. To insert a second row of charge objects, select the blue box beside the 

row you wish to copy in the Worklist.  

2. Select Copy Rows.  
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Record Working Time with 

Charge Objects 



LESSON 4: Submit a Leave Request 
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Overview of Leave 

• Annual/Sick Leave is earned once you have worked half 

of the working hours in the month in a paid status. 

 

• Annual/Sick Leave rate of earnings is driven by average 

number of hours in workday.   

o 9.375 hours of annual leave per month for 37.5 hour 

work week 

o 9.375 hours of sick leave per month for 37.5 hour work 

week 

 

• After 10 years of service, additional annual leave is 

earned. 
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Overview of Leave 

• Comp Time  

o If earned, will have a comp time leave balance in 

MySCEmployee 

o No expiration date  

o Most employees have a 240 hour maximum limit  

 

• Holiday Comp Time  

o If earned, will have a holiday comp time leave balance 

in MySCEmployee 

o Must be taken within 90 days of the holiday date 

o 1 year of the holiday date for agencies on an 

academic schedule 
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When to Request Leave 

• Leave should be requested and 

approved prior to taking the leave. 

 

• Not requesting/approving leave can 

affect when leave is earned for some 

employees.  

 

• Supervisors should approve leave 

requests as soon as possible. 

 

Note:  You cannot enter a leave request 

that is more than 1 month in the past.  
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Submit a Leave Request 

1. Click the My Working Time link. 
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Submit a Leave Request  

2. Select the Leave Request link. 



74 

Submit a Leave Request 

3. Select the Type of Leave from the drop-down menu.  (Annual Leave, Sick 

Leave, Comp Time, etc.) 
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Submit a Leave Request 

4. Enter the Date(s) the leave will be taken.   
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Submit a Leave Request 

5. Enter the Time the leave will be taken. 

6. Enter the Duration (total hours requested).   

Note:  If you are 

requesting a full day of 

leave, do not change the 

start or end times and do 

not enter hours in the 

duration field.  

The system will 

automatically calculate 

the number of hours 

requested based on your 

work schedule.   
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Submit a Leave Request 

7. To change the Approver, click the button to the right of the Approver 

field.  
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Submit a Leave Request 

8. Enter the Last Name, Personnel Number or User Name of the desired 

approver in the appropriate fields.  

9. Click Go. 

10.Click the box to the left of the desired name to select it. 

JOHN DOE 

DOE 

10000001 JOH00001 



79 

Submit a Leave Request 

11.Enter a Note for your approver (optional). 

12.Click Review. 
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Submit a Leave Request 

13.Review the leave request for accuracy.  If you need to make changes, 

click Previous Step.  

14.Click Send to submit the request for approval.   
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Submit a Leave Request 
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Status of Leave Request 

Employees can see a 

status/history of their 

leave requests, by 

clicking the Show 

Overview of Leave link. 

Requested Leave 

Displays as Pink 

Multiple Leave Requests 

Displays as Light Blue 

Approved Leave  

Displays as Dark Blue 
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Status of Leave Request 

To hide the Overview of 

Leave information, click the 

Hide Overview of Leave 

link. 



Deleting a Leave Request: 

 

• You can Delete a leave request up to 1 month after the date 

of the leave, even if it has been approved. 

• Your supervisor will “Approve” the deleted leave request 

through Manager Self Service.   

 

Editing a Leave Request:   

 

• You can Edit or Change a leave request up to 1 month after 

the date of the leave.   

Delete/Edit a Leave Request 
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1. Find the leave request you wish to delete by clicking the date of the 

leave. 

2. Click Delete.  

Delete a Leave Request 
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3. Click Review. 

 

Delete a Leave Request 
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4. Ensure that you have selected the correct leave request.  Click Previous 

Step if you make a mistake. 

5. Click Delete. 

 

Delete a Leave Request 
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Delete a Leave Request 
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Edit a Leave Request 
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1. Find the leave request you wish to edit by clicking the date of the leave. 

2. Click Change.  



Edit a Leave Request 

3. Edit the leave request. 

4. Click Review.  



Edit a Leave Request 
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5. Review your changes.  If you need to make additional changes, click 

Previous Step.  

6. Click Send to submit your request for approval.  



Edit a Leave Request 
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LESSON 5: Display Quota Balances 
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Display Quota Balances 

1. Click the My Working Time link. 



Display Quota Balances 

2. Select the Quota Overview link. 



Display Quota Balances 



Display Quota Balances 

Click the Quota Type drop-down menu to select a particular leave type and 

click Display.  



LESSON 6: View Leave Statements 
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View Leave Statements 

1. Click the My Working Time link. 



View Leave Statements 
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2. Click the Leave Statement link. 



View Leave Statements 
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Course Summary 



• Log into the MySCEmployee Website 

• Record Working Time (with and without 

Charge Objects) 

• Submit a Leave Request 

• Display Quota Balances and  

• View Leave Statements 

 

Visit the Links page of this course for 

additional resources.  

Course Summary 


