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Welcome to the SEMA4 Overview learning guide, part of the SEMA4 curriculum.
Who should complete this guide?
Every employee who will use SEMA4 to perform payroll, human resources or benefits functions. This does not include self-service users.
What skills will I learn?
You will develop necessary skills to navigate the Statewide Employee Management System (SEMA4). After you complete this guide, you should understand the following concepts, and be able to perform the following tasks:
· Sign in to SEMA4 Training and sign out
· Identify the main functions of SEMA4
· Access SEMA4 folders, components and pages using the Menu and/or the navigation page
· View an employee record and paycheck information
· Find historical, current, and future effective-dated information
· Use SEMA4 Help for assistance in using the system
· Obtain standard reports
· View the payroll biweekly processing schedule
What do I need to know before starting?
You must have basic PC and Web browser skills.
How much time will this take me?
Actual time will vary, but plan on approximately 5 hours and make sure you have enough time to complete this guide within one week.
What do I need to proceed?
1. Access to the SEMA4 Training Database 
2. User ID and Password to sign in to the User Training database.
3. Code (two-digit) to access training records.
How do I obtain User Training Database information?
First you must register for the course. After you register, you will receive an e-mail with instructions, including a Training User ID and password, as well as a two-digit code. Access the SEMA4 Training Course Web site for registration instructions: http://mn.gov/mmb/accounting/sema4/training/.
Directions
Read the introduction, and work through each topic. 
Follow-Up
· Complete the self-evaluation form and send it to SEMA4 Statewide Payroll Services.
· Follow your agency's procedures for tracking completed training.
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Overview
SEMA4 stands for Statewide Employee Management System; the 4 refers to its four main features:
· Human resources processing 
· Payroll processing
· Benefits processing
· Reporting
In this guide, you will practice accessing SEMA4, finding employee records and paycheck information, and searching SEMA4 Help.
You will find the following topics in this guide:
· Accessing SEMA4
· Main Functions of SEMA4
· Finding an Employee Record and Paycheck Data
· Using SEMA4 Help
· Obtaining SEMA4 Reports
· Viewing Processing Schedules
Throughout this guide you will be presented with lots of information and numerous opportunities to develop skills and become proficient with SEMA4.  Information will be presented to you in a variety of different ways.  Sometimes you will simply be reading; and at other times you may be reviewing “screen prints” of features or situations that you might encounter in SEMA4. Frequently you will be offered the opportunity to follow step-by-step instructions that will take you into SEMA4 User Training where you will view employee information, navigate in online HELP or enter transactions. 
When you see these icons, it is a signal that a new learning opportunity is beginning.
	Table of Icons Used in this Learning Guide

	Icon
	Description

	[image: Read Through picture ]
	This icon indicates that you are beginning a Read-Through. You’ll be exposed to new concepts and topics by reading text and viewing screen prints, charts or explanatory information on the pages of the learning guide.

	[image: Walk Through picture]
	This icon indicates that you are beginning a Walk-Through. You’ll be following instructions to enter information in the SEMA4 User Training database; or perhaps you’ll try locating information in SEMA4 Help. The step-by-step directions are generally displayed in a table format indicating what Action to take and what Result to expect. In some cases you will be given a Field Name & Description and the appropriate Field Data to enter.

	[image: Exercise picture]
	This icon indicates that you are beginning an Exercise. You’ll be given a scenario or instruction for completing a specific task or transaction. You may not be given specific step-by-step directions – so you’ll need to draw on what you’ve learned up to that point. It’s your chance to test the skills you are acquiring.



Be sure to complete the directions in the guide completely and in order, as many concepts and exercises build on one another.  If you need to take a break, try to complete the section of the guide you are working on before stopping. Welcome to SEMA4!!
Please continue to the first topic, Accessing SEMA4.
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	[image: Read-Through picture]
	Introduction
Since you already use a computer on the job, you are probably acquainted with the concept of User IDs and passwords. You most likely have a user account and password that allows you to access your email and other agency information on your PC at work. We are accustomed to having multiple IDs and passwords, both at work and at home, that allow us to access a variety of information. Often times, the trick is remembering those IDs and passwords, and keeping them secure.



By the end of this topic, you should be able to:
· Sign in to SEMA4 and sign out
· Access SEMA4 components
· Change a SEMA4 password
What is SEMA4?
The Statewide Employee Management System (SEMA4) incorporates the distinct data management responsibilities of human resources (HR), payroll, and benefits. 
· HR provides complete coverage of personnel administration, training and development, health and safety, and position management. 
· Payroll provides control over all aspects of payroll operation including time reporting, payroll calculation, tax computation, deductions calculation and processing, check preparation and reporting. 
· Benefits provides access to employee benefit programs including insurance.
Think of SEMA4 as a single integrated system which shares and transfers data among various functional areas. For example, when you enter a position number in the employee's job record, information associated with that position, such as salary range, is automatically added to the job record.
SEMA4 interfaces with other state systems such as the state's staffing system, and those systems handling workers' compensation and retirement.  SEMA4 also interfaces with SWIFT Financial Management System (FMS).
Obtaining Access to SEMA4 Production 
To access the production SEMA4 database, you will need a production user ID, password, and security clearance. Contact your agency’s SEMA4 security administrator for this information.

The SEMA4 Sign-in Page
Welcome to SEMA4!  Before you do anything, you must access SEMA4 by signing in. Signing in to the system is a five step process:
1. Access your Web browser.
2. Enter SEMA4’s Web address:  www.sema4.state.mn.us.
3. Select the database you wish to enter.
4. Enter your user ID to tell SEMA4 who you are.
5. Enter your password to authorize access. 
Use this page to select the database: 
[image: SEMA4 Database Selection page picture]
Select a Database
Once you access SEMA4’s Database Selection page, select the database you wish to use: SEMA4 (production) or User Training.
The SEMA4 (production) database contains all the real data for every employee of the state of Minnesota. Of course, you will not need to access all the data in the system. What you will be able to see and do in SEMA4 will be defined by your security profile.
The User Training database looks and responds just as SEMA4 does. However, data in User Training is not real. It contains records created to simulate what you might encounter on the job.
There is also a button on the Database Selection page for SEMA4 Help. SEMA4 Help is a resource that is accessible to you when you want to learn more about SEMA4.  It is the equivalent of an online user’s manual that includes step-by-step instructions, descriptions and definitions, policies and procedures and a glossary.  You’ll learn more about SEMA4 Help in Section 6 of this learning guide.

User ID
Your user ID is a unique code assigned to you by a Security Administrator. You are also assigned a security profile. Security profiles allow users to access only specific SEMA4 data and perform certain functions. Each SEMA4 users may have a distinctly different profile.
If you already use the mainframe computer, to access another MN Mainframe application, you will use the same user ID and password for SEMA4.
Password
A password is a secret code that you use to access SEMA4. Protect your password. Your password authorizes anyone typing your user ID to access SEMA4 using your security profile. To protect unauthorized use of the SEMA4 system, you will be required to change your password on a regular basis. 
You cannot access the User Training database with your own user ID and password; you will need to use a training user ID and password.
Use this page to sign in to SEMA4 for training:
[image: SEMA4 User Training Login page]
Tips
When signing in…..
· If you cannot access the system:
· Check the status of SEMA4 on the Minnesota’s Statewide Systems Message & Information Center, at https://mn.gov/mmb/mmbhome/systems/
· Contact your LAN administrator or other agency support
· If you make a typing error:
· Tab or click back to the field and retype
· If your Web browser freezes and does not appear to respond:
· Wait a few minutes. If it is still unresponsive, close your browser.
· Wait a few minutes. Then open it, and try again.


	[image: ]
	Accessing SEMA4
During this walk-through you will:
· Sign in to and out of SEMA4
· Access SEMA4 menus




Sign In feature part
	ACTION
	RESULT

	1. Access the Internet.
	Your Web browser opens displaying your home page

	2. In the address line type www.sema4.state.mn.us
	SEMA4 Database Selection page displays

	3. Select User Training.
	SEMA4 User Training sign in page displays


If you cannot access the SEMA4 Database Selection page, contact your technical staff for assistance.
Follow the steps below to sign in to User Training: 
	FIELD NAME & DESCRIPTION
	FIELD DATA

	1. User ID
	User ID given to you by your instructor

	2. Password
· They display as asterisks or bullets, so no one can see them. User Training passwords are case-sensitive. SEMA4 (production) passwords are not. 
· Type the password correctly. After several incorrect attempts, the system suspends the ID. If that happens contact your agency security administrator. 
SEMA4 remembers the number of failed attempts. If you have three on Friday and two on Monday, totaling five, the next time you mistype the password the system will suspend your ID. Periodically the record of failed attempts is cleared.
If you have trouble signing in to User Training, contact the person who sent you the instructions for accessing the database.
	Password given to you by your instructor


	3. 
Click the Sign In button.
	SEMA4 Home page displays




	[image: Read-Through picture]
	SEMA4 Home
When you access SEMA4, Home displays. Home contains Favorites and Main Menu  [image: ]on the top blue bar, above the Navigation Page filling the remainder of the page. You access folders and components using the Main Menu or the Navigation Page. 




[image: ]
The Navigation Page contains a list of options from which you can select. It is one way to navigate to the desired component.
The contents of the Main Menu does not display by default; it displays when selected. It contains the same options as the navigation page. It is another way to navigate to the desired component.
The Navigation Page and the Main Menu contain the same folders and components. The only difference is that they are represented by different images. 
	Image on the 
Main Menu
	Description
	Image on the 
navigation page

	
 small file folder
	A folder that can be expanded.
	
[image: large file folder icon]large folder or[image: An icon comprised of a person, dollar bill and coins.]  icon or  small folder

	
 single page image
	A component.
	
[image: Large page image icon]large page image or small  page image




Navigating from Home 
To move from the Home page to components and folders, you can choose the navigation method you prefer:
· the Main Menu
· the Navigation Page 
[image: ]

Home page features
· Folders may contain additional folder(s) and/or component(s).
· Components contain a single page or multiple pages. 
· Breadcrumbs are underlined links that show the path you have navigated and are a quick reference to where you are in SEMA4.  Depending on how you navigate, breadcrumbs may display on top of the navigation page, and to the right of the Main Menu, and disappear once you reach a component’s search page.  
· The Navigation Header remains constant as you navigate. The navigation header contains links to Home, Print, Worklist, Add to Favorites, Help and Sign Out. 
	Link
	What it Does

	Home [image: ] link
	Returns you to the home page.

	Worklist [image: ] link	
	Not used.

	Print [image: Print link picture] link
	Prints the displayed page.

	Help [image: Help link picture] link
	Accesses the SEMA4 Help Contents page.

	Sign out [image: ] link
	Logs you out of SEMA4, returning you to the Sign In page.

	Add to Favorites [image: ] link

	Adds the current component to your favorites list which allows for quick access to components you use frequently. You can add a component to your Favorites list when on a component’s search page or on a page within the component. Once you add a favorite, it displays under the My Favorites folder on the Menu. To access your favorites, expand the My Favorites folder and select the desired component. 
To Add a Favorite
1. Access the component you want to designate as a favorite.
2. Click Add to Favorites on the navigation header. The Add to Favorites page displays with the component name in the Description field.
3. If desired, update the description for the favorite. 
4. Click OK. The favorite is saved and displays in the My Favorites folder on the Menu.

To Edit a Favorite  
1. Click Favorites to the left of the Main Menu.
2. Click Edit Favorites. The Edit Favorites page displays with a grid with your favorites and their sequence numbers. If there are no favorites currently saved, a message indicates this in place of the Edit Favorites grid. 
3. Locate the favorite that you want to modify and make your changes.
4. To rename a favorite, type a new name in the text box. To delete a favorite, press the Delete button associated with it. To reorder favorites, type an appropriate number in the Sequence number box.
5. Save your changes.




To Navigate Using the Navigation Page
Navigate by selecting the desired folder on the navigation page. Additional folder(s) and/or component(s) will display depending on your selection. If needed, continue navigating until you reach the desired page.
[image: ]
 [image: ] In this example, the Personal Information folder was selected and its contents display. 
[image: ]

[image: ] Next, the Person Organizational Summary component was selected, and the Person Organizational Summary search page displays.
[image: ]
Once you reach a component’s search page, the Main Menu displays breadcrumbs showing your current location and navigational path.

To Navigate Using the Menu
An alternative way to navigate is to use the Main Menu.
Click Main Menu. As you mouse over folders (yellow highlight) the menu cascades to the right displaying additional folder(s) and/or component(s).
[image: ]

You can select any folder and its contents display on the navigation page. In this example, the Job Information folder was selected and its contents display. To access Job Data, select the 
Job Data component.
[image: ]

Or, you can use the menu to navigate all the way to a particular page.In this example, we navigated all the way to the Contacts by Business Unit page using the menu.


Once you reach a component’s search page, the Main Menu displays your current location and navigational path.
	[image: ]
	Begin navigating through SEMA4 (from Home)
You can begin navigating in SEMA4 to see how the Main Menu and navigation page work and to get an idea of the relationships between folders and components. Sign into SEMA4 User Training. 



	ACTION
	RESULT

	1. 
From the Home, click   Main Menu.
	The Main Menu cascades displaying many folders and components.

	2. On the menu that displays, click on Payroll.
	The Payroll folder is highlighted in yellow and the menu cascades to the right.

	3. On the expanded menu, click on Time Entry.
	The Time Entry folder is highlighted in yellow and the menu cascades to the right.

	4. 
On the expanded menu, click on the Mass Time Entry  page.
	The Mass Time Entry search page opens, and the Main Menu displays the navigational path you followed.

	5. On the Navigation Header, select the Home [image: ] link.
	Both the Main Menu and the navigation page display Home once again.

	6. 
On the navigation page, select the Payroll
  Payroll folder.
	The navigation page displays the folders within Payroll – but notice the Main Menu does not change.

	7. On the navigation page, select the Schedules
[image: Large folder icon]  Schedules folder.
	The navigation page displays the components within the Schedules folder; the Main Menu remains unchanged.

	8. On the navigation page, select the Schedules
[image: Large page image icon] Schedules page. 
	The Schedules search page opens, and the Main Menu displays the navigational path you followed, including the “path” you followed previously to the Mass Time Entry page, followed by your current location on the Schedules search page.

	9. 
On the Main Menu at the top of the navigation page  click Payroll.
	The navigation page again displays the folders within the Payroll component.

	10. On the expanded menu, select the Time Entry
[image: Large folder icon] Time Entry folder.
	The navigation page displays the components within the Time Entry folder; the Main Menu remains unchanged; and Breadcrumbs have begun to display your navigational path again.

	11. On the navigation page, select the [image: Large page image icon] Mass Time Entry page.
	The Mass Time Entry search page opens on the navigation page – and the Main Menu “catches up” displaying your navigational path. 

	12. 
On the Menu, click Payroll.  On the cascading menu, click Schedules and then select  Schedules.
	The Schedules search page opens and the Main Menu displays your navigational path.

	13. On the Navigation header, click the Home [image: ] link.
	Home displays.

	14. 

On the Navigation page, click  Workforce Administration.
	The navigation page displays the contents of the Workforce Administration folder.

	15. 
On the Navigation page, in the Personal Information folder, click the Person Organizational Summarypage.   
	The navigation page displays the Person Organizational Summary page. 

	16. Click the Home [image: ] link.
	Home displays.



You can navigate in SEMA4 using any of the following – or any combination:
· The Main Menu
· The Navigation page
· Breadcrumbs that display to the right of the Main Menu indicating your path through SEMA4.  
Do not use the Back and Forward buttons on your Web browser. Doing so while working with SEMA4 data may produce data errors.

Navigating between folders and components 
Regardless of how you navigate, you will notice that folders and components are organized into categories. Here are some examples:
	FOLDER OR COMPONENT	
	WHAT IT DOES

	Workforce Administration
	Displays items associated with hiring, personal and job data, labor relations and grievances.

	Benefits
	Displays items associated with benefits, dependents and beneficiaries.

	Payroll
	Displays items associated with payroll processing, labor distribution, business expenses, garnishments, deductions, taxes and leave accounting.

	On-Demand Reports
	Displays reports that can be run with user defined criteria.

	Workforce Development
	Displays individual training history profile.

	Organizational Development
	Displays items associated with position management.

	Administer Training
	Displays items associated with training administration, enrollment, equipment, facilities and instructors.

	Workforce Monitoring
	Displays items associated with health and safety.

	Set Up HCM
	Displays menus associated with maintaining control tables.

	Worklist
	Not Used.

	Reporting Tools
	Displays the Report Manager component that is used to access reports you have run in the past.

	PeopleTools
	Used by system administrators.

	My Personalizations
	Accesses your personal controls for options such as tabbing and expert entry within SEMA4.

	My Dictionary
	Accesses your Spell Check Personal Dictionary within SEMA4.

	My Profile
	Accesses profile information that includes your email address.


Next you will navigate through folders and components until you display the Search page for the desired SEMA4 page.  Generally, search pages allow you to “Find an Existing Value” or “Add a New Value” – depending on your security profile.  You will learn more about search pages later.
As you navigate using the directions below, you should use the navigation method of your choice: the Main Menu or the Navigation page. This time as you navigate through the folders and components, take note of the names and groupings within the folders. 
	[image: ]
	Practice navigating folders and components 




	ACTION
	RESULT

	1. Select Workforce Administration.  Review the names and categories of the folders inside.
	The folder expands to show numerous folders within Workforce Administration.

	2. Select Job Information.  Review the names of the folders and components inside.
	The Job Information folder expands to show additional folders and components within Job Information.

	Remember, you can use any of  the following to help you navigate:
· 
Clicking  
· Selecting from breadcrumbs (when they display)
· Clicking the Home [image: ] link to start again from the home position
	blank

	3. Select Payroll.
	The folder expands to show all the folders within the Payroll folder.  

	4. Select Deductions.
	The folder expands to show the components and pages with in Deductions.

	Remember, do not use the Back and Forward buttons on your Web browser. Doing so while working with SEMA4 data may produce data errors.
	blank

	5. Click the Home [image: ] link.
	Home displays

	6. Select Workforce Monitoring.
	The folder expands to show the folders with in Workforce Monitoring.

	7. Select Health and Safety.
	The folder expands to show components and pages in Health and Safety.

	8. Click the Home [image: ] link.
	Home displays

	9. Click the Sign out [image: ] link.
	SEMA4 User Training sign in page displays


As you navigated in SEMA4 did similar tasks or topics appear to be grouped together in the same folder? Your security profile will determine the SEMA4 production folders and components that appear for you when you sign in and the Menu and navigation page display.

	[image: Read-Through picture]
	SEMA4 Security
Most SEMA4 data is considered private and sensitive. To protect you and the data contained in SEMA4, the system has features to keep the information secure. You will notice two features:  Time out and your security profile.




Time Out
Your SEMA4 session stays active while you're using the system. But if you haven't communicated with the server for 20 minutes, the system will send you a warning that it is about to time out. To actively communicate with the mainframe, you need to either save a record or request information from SEMA4.
Develop a habit of saving your work periodically (every five to ten minutes) to avoid having a session time out. Each page varies in the actions and edits that will require SEMA4 to communicate with the mainframe. So, it's best to save data regularly, especially with multi-page components, pages with an extensive listing of history records, or pages broken down into subgroups. If your session times out, you risk losing the information you entered.
Watch for the warning box that will display just before your session is ready to time out. 
Click the OK [image: OK button] button and you will return to your session.
[image: ]
Your Security Profile
SEMA4 security allows access to information depending on the user’s security clearance. This helps prevent unauthorized access to confidential data and unauthorized changes to data. 
A security administrator in each agency determines which profile is appropriate for each user to perform specific job duties. A central security group assigns user profiles according to the agency's requests, and handles additions and changes.
Your security profile identifies the pages you can access, the department IDs you can access, and the actions you can perform.
Pages are used to enter or look up information. For example, in this guide you will view the Work Location page.
Department IDs identify an organizational entity, such as a department or work group. You might have access to one or more department IDs in your agency.
Actions specify what you can do with the information. 
	ACTION
	RESULT

	Display
	Look at information but cannot enter or change it

	Update
	Enter information that is current or will become effective in the future
Change information to become effective in the future

	Correction
	Change information that has historical, current, or future effective dates


These actions and how they are related to your security profile and your ability to access and modify information in SEMA4 will be discussed in greater detail later in this learning guide. 


	[image: Exercise picture]
	Access SEMA4
Exercise
Practice signing in and navigating.




Complete the steps:
	FIELD NAME & DESCRIPTION
	RESULT

	1. Sign in to the SEMA4 User Training database.
	SEMA4’s Home display’s the Menu and the Navigation page.

	2. Look at SEMA4’s Main Menu. Note some of the folders you think you will use on the job and write them on the list below.

	blank

	3. Open one of the items you wrote above. You can open and navigate through the folder and its components using either the menu or the navigation page, whichever you prefer.
	The folder expands displaying additional folders and/or components

	4. Select one of the items. Continue expanding folders until you reach a component’s search page.
	Additional folders may expand and/or a component search page displays

	5. Select the Home [image: ] link.
	The Menu and navigation page return to the Home display.

	6. Select another item from the menu. Navigate to the page components. Continue trying this until you feel comfortable.
	blank

	7. Sign out.
	SEMA4 User Training sign in page displays





	[image: ]
	Access Password Information in SEMA4 Help
During this walk-through you will:
· Access password information in SEMA4 Help 
· Answer password-related questions



Sign In
	ACTION
	RESULT

	1. Access the Internet.
	Your Web browser opens displaying your home page

	2. In the address line type www.sema4.state.mn.us
	SEMA4 Database Selection page displays

	3. 
Select the SEMA4 Help   button
	blank


Follow the steps below to access Help topics and answer questions: 
	FIELD NAME & DESCRIPTION
	FIELD DATA

	4. 
Click the Index  tab.
TIP



If the Index  tab is not displayed, click the Show  button, then the Index  tab.
	blank

	5. In the keyword field type password.
	Password displays in the Index

	6. Click password in the Index.
	Password-related help topics display

	7. Select Change a SEMA4 Password – Steps.
	Help topic displays



	[image: Read-Through picture  ]
	Changing Your Password
Every 30 days you will need to change your password.
If you haven't changed your password in 30 days, when you try to sign in you will see this message: “The password for your User ID may be expired. Please verify your login on the mainframe and update the password if necessary before trying again.” This can mean that it's time to change your password.


That same message may have other meanings as well: 
· Your ACF2 (mainframe computer) user ID is suspended or expired
· You do not have ACF2 access
· Your SEMA4 access has expired
· You mistyped your user ID or password
· Your user ID has been suspended for password violations
If you receive this message, there are several things you can do:
· Enter your user ID and password again; you may have mistyped it.
· Log in to the mainframe and change your password.
· Contact your SEMA4 security administrator. 
If you have a new user ID that you've never used before, you will need to change the password before signing in to SEMA4 for the first time.
Pull this page out of the learning guide to use for quick reference. Read the steps below, but do not complete these steps in class. Do not change your training password.
How to Change Your Password
SEMA4 security requires that you change your password at least every 30 days. You may change it more often. When it's time to change your password, you will see the message “The password for your User ID may be expired. Please verify your login on the mainframe and update the password if necessary before trying again." To change your password, complete the following steps.
Do not change the training password.
Access the mainframe computer:
	ACTION
	RESULT

	1. Access a version of BlueZone or an emulator selected by your agency.
· This is your access to the mainframe computer.
· If you cannot find a BlueZone icon on your computer, contact your network administrator or technical support staff.
	State of MN page displays

	2. In the REQUEST field, type HR and press Enter.
	Welcome page displays

	3. In the LOGONID field, type your user ID and press Tab.
	blank

	4. In the PASSWORD field, type your current password and press Tab.
	blank

	5. In the NEW PASSWORD field, type a new password and press Tab.
	blank

	6. In the (enter twice) field, type the new password again and press Enter.
	Password Successfully Altered displays.
The cursor is blinking at the top of the page.

	7. Type logoff and press Enter.
	blank

	8. Click the Exit [image: Close button] button.
	blank

	9. Sign in to SEMA4 using the new password.
	blank





	[image: Review Questions picture]
	Review Questions
Review what you learned by answering the following questions.



1. Your SEMA4 production password is case-sensitive.
a. True
b. False
2. What should you do, if you try to sign in and can't get into SEMA4?
a. Check the status of SEMA4 on Minnesota’s Statewide Systems Message & Information Center, at https://mn.gov/mmb/mmbhome/systems/
b. Refer to SEMA4 Help for information about accessing SEMA4.
c. Contact a technical support person in your agency.
d. Possibly all of the above.
3. If you sign in to the SEMA4 (production) database and you cannot access all the pages you saw in the User Training database, what does that mean?  
a. SEMA4 is experiencing intermittent problems.
b. You are using the wrong database.
c. The security profile for your user ID does not allow you to access those pages.
d. Information on those pages is never used by the State of Minnesota.
4. If a new person is hired in your unit and needs to use SEMA4, when should you give them your user ID and password?
a. If it is a payroll processing week and you are behind in your work.
b. The new person has applied for a SEMA4 user ID and has not received it yet.
c. Your supervisor says it is ok.
d. Never.
5. When accessing SEMA4 and your password is 30 days old, how do you know that it has expired?
a. You receive a warning telling you your password is about to expire.
b. You receive an error message telling you your user ID and password are invalid.
c. You receive an error message telling you the password for your user ID may be expired.
d. You receive no message.
6. 
What is the best resource for learning the SEMA4 password characteristics? 
a. Coworker
b. Agency security administrator
c. Notes left by the individual you are replacing
d. SEMA4 Help
7. From the SEMA4 Home page, you may choose the Main Menu or the navigation page for navigating to the desired component page. 
a. True 
b. False
8. To access the SEMA4 (production) database, you will need a user ID, password, and security clearance. How do you obtain this?
a. Contact your instructor.
b. Contact your agency’s SEMA4 security administrator.
c. Contact the help line.
d. Contact your LAN administrator.
Check your answers on the next page.


	[image: Answers puzzle picture]
	Review Answers
Check your answers to the review questions.



1. Your SEMA4 production password is case-sensitive.
b. False
2. What should you do, if you try to sign in and can't get into SEMA4?
d. Possibly all of the above.
3. If you sign in to the SEMA4 (production) database and you cannot access all the pages you saw in the User Training database, what does that mean?  
c. The security profile for your user ID does not allow you to access those pages. 
4. If a new person is hired in your unit and needs to use SEMA4, when should you give them your user ID and password?
d. Never. 
5. When accessing SEMA4 and your password is 30 days old, how do you know that it has expired?
c. You receive a message saying “The password for your User ID may be expired.”  You should verify your login on the mainframe and update the password if necessary before trying again.
6. What is the best resource for learning the SEMA4 password characteristics?
d. SEMA4 Help
7. From the SEMA4 Home page, you may choose the Main Menu or the navigation page for navigating to the desired component page. 
a. True
8. To access the SEMA4 (production) database, you will need a user ID, password, and security clearance. How do you obtain this?
b. Contact your agency’s SEMA4 security administrator.
Please continue to the next topic, Main Functions of SEMA4.
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	Introduction
In SEMA4, you can do many tasks:
· Look up an employee's work telephone number
· Record a change in an employee's home address
· Hire an employee
· Enter hours from an employee's timesheet
· Set up payroll direct deposits



By the end of this topic, you will be able to identify the main functions of SEMA4 and the systems that are related to SEMA4.
Main Functions of SEMA4
SEMA4 contains the following main functions.
Benefits
View individual employee insurance eligibility, insurance elections and dependent information.
Business Expenses
Process advances and reimbursements for employee business expenses.
Cost Projections
Update the obligation calculations for personnel and position transactions. This provides an estimate of how much will be paid in salary and benefits during the remainder of the fiscal year.
Deductions
Enter and view employee payroll deductions for taxes, retirement, insurance, union dues, and departmental deductions.
Direct Deposit
Establish and update direct deposit records.
Employee Maintenance
Perform employee maintenance and HR transactions such as: hire or rehire an employee into state service, record changes in an employee's job record, change an employee's pay rate, and record information related to a leave of absence, retirement, or separation.
Health and Safety
View information about work-related injuries or illnesses and record information about medical exams.

Labor Distribution
Distribute payroll cost for time entry, prior and current period adjustments, leave conversion, and value leave donations to the correct ChartString accounts.
Labor Relations
Enter and maintain disciplinary and grievance action information on employees.
Leave Accounting
Enter leave donations and conversions, restore leave balances, view leave activity, and obtain standard leave reports.
Mass Time Entry
Enter work schedules and time information for a department ID, view mass time entry data, and view processing status.
Payroll Adjustments
Correct payroll information that was entered for prior pay periods or the current pay period. 
Position Management
Establish, change or delete positions required to meet staffing needs and access history information about positions.
Self Service (All Employees)
View payroll and benefit information. Enroll and update individual benefit plan information.  Enter name and address changes.  Update payroll information.
Training Administration
Establish and update course sessions. Enroll participants into sessions and update their enrollment status.
Viewing HR Information 
View personal and job data on current and former employees.
Viewing Payroll Information
View paycheck data, to-date balances, payroll entry data, payroll status, and other payroll information.
Security
Keep information safe and accessible only to those with a business need to know.
Reporting
Access compiled and formatted summary information.

Systems that Interact with SEMA4
Other systems provide data to SEMA4 or use data from SEMA4. Some of these related systems, called interfaces, are:
Financial Management System (FMS)
The cornerstone of SWIFT (Statewide Integrated Financial Tools) FMS is the state's system of record for accounting and procurement.  It processes, stores and compiles information about the state's day-to-day business operations.
iRISK – the Workers’ Compensation System
The purpose of this system is to pay benefits in conjunction with injuries to employees, store data regarding those employees, and serve as a tool in claim management activities.
Retirement Systems — MSRS, TRA, and PERA
· MSRS (Minnesota State Retirement System):  state employee retirement plan
· TRA (Teachers Retirement Association):  teacher retirement plan
· PERA (Public Employees Retirement Association):  county and municipal employee retirement plan
What are the Advantages of SEMA4?
· Authorized users statewide have access to the SEMA4 application and all information is stored in one central database.
· Employee and payroll information including history is online.
· One database reduces duplicate data entry.
· Fast transaction turnaround — Agencies enter their own transactions and the system edits all transactions for consistency.
· Effective-dated payroll and personnel transactions can be entered. Users control whether changes in payroll and human resources functions take effect at a time in the past, future or on the date entered.
· Reports are available online.
· You do not need special software maintained on your PC. You can access SEMA4 from any PC on the statewide network with a connection to the Internet.
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	Review Questions
Review what you learned by answering the following questions.



1. SEMA4 contains employee payroll history information by paycheck.
a. True
b. False
2. What can users do in SEMA4, related to Employee Maintenance?
a. Recruit new employees.
b. Hire or rehire an employee into state service.
c. Record changes in an employee’s job record.
d. Change an employee’s pay rate.
e. b, c & d.
3. In SEMA4, transactions can be entered on an effective date basis, to take effect at a time in the past, future, or on the date entered.
a. True
b. False
4. SEMA4 reports are available only on paper.
a. True
b. False
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	Review Answers
Check your answers to the review questions.



1. SEMA4 contains employee payroll history information by paycheck.
a. True
2. What can users do in SEMA4, related to Employee Maintenance?
e. b, c & d.
3. In SEMA4, transactions can be entered on an effective date basis, to take effect at a time in the past, future, or on the date entered.
a. True
4. SEMA4 reports are available only on paper.
b. False
Please continue to the next topic, Finding Employee Records & Paychecks.
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	Introduction
What kind of human resources or payroll information do you need to look up? 
· Paycheck information
· State employment history
· Employee’s position number
· Employee’s rate of pay



In this topic, you will practice finding an employee record and paycheck information. You will also practice navigating or “moving around” to find pages and records. By the end of this topic, you will be able to perform the following tasks:
· Display components and pages
· View an employee record and paycheck information
· Find current, historical, and future effective-dated information
In the next walk-through, you will find an employee record by using the Main Menu to select a folder, a component, a page, and an action. You will not need to memorize much. The system prompts you for the information needed and allows you to select valid values from lists, such as a list of all department IDs.
Before you begin to access data, let’s look at how you get to the actual information in the SEMA4 database. Earlier you practiced navigating on the Main Menu and navigation page. Now we’ll go a little deeper and look at components, search pages, and actions.
SEMA4 Components
Components can contain a single page, or multiple pages. For example, the Workforce Administration item on the menu includes the Personal Information folder, which includes the Biographical folder, which contains the Modify a Person component, which contains several pages. 
Search Pages
When you access a component, you need to supply information on the search page that displays. For example, to display an employee's Biographical Details, you enter the employee ID or name (or part of it) on the search page.
Pagebar
The pagebar appears below the navigation header once you reach a search page. The pagebar contains links to New Window and Help, as well as an http link. All options may not be available for each component. 

	Link/Button
	What it Does

	
New Window   link
	Opens a new SEMA4 window.

	
Help  link
	Accesses SEMA4 Help for the displayed page.

	
URL  link
	Copies the current page URL to the clipboard so it is available for pasting into other applications.
Typically not used.


SEMA4 Actions
The type of action you can perform on a row of data depends on the data row type. When you retrieve, modify, or insert rows in a table, the Update/Display, Include History, and Correct History actions apply specific rules based on the effective date:
· Update/Display
The default action retrieves only current and future rows of data. You can change future rows but not the current row. You can also add a new current row or a new future effective-dated row.
· Include History
Retrieves all rows. However, you can make changes to future rows only. You can also add a new current row or a new future effective-dated row.
· Correct History
Retrieves all rows and allows you to change or correct any row and insert new rows regardless of the effective date. 
While accessing the training database, you can select any of these actions. Depending on your security profile, you may not be able to select all of these actions back at your job.
	[image: ]
	Look Up an Employee Record
Let's say you need to look up an employee's personnel record. During this walk-through you will practice the following skills:
· Look up an employee by name and by Employee ID
· Navigate through folders, components, pages, records, and toolbars
· View an employee's paycheck history



Find an employee using the name:
	ACTION
	RESULT

	1. Sign into the SEMA4 User Training Database using the training user ID and password
	Home displays the Main Menu and navigation page

	2. Select Workforce Administration.
	Folder  cascades

	3. Select Personal Information.
	Folder  cascades

	4. Select Modify a Person.
	Component search page displays

	5. In the Name field, enter Nor and click the Search [image: ] button.
	Search results display


Review your screen and the diagram on the next page to learn about Search page features.
Search Pages
When you select a link to a component, a search page displays. You will need to enter information to narrow the search for the data that will display.
Example of an Advanced Search Page
[image: ]
Search Fields
Enter or select your search criteria, completing one or more fields. Depending upon the search criteria you enter, you will either display one record or receive a list of search results. Many search fields are case-sensitive. You may perform a successful search in these fields matching the case of the record. Example:  Smith,John
Enter full or partial data into any of the fields. If a list displays, select the appropriate record. Minimize processing time by entering as much information as you know. The fastest way to find an employee record is to type their employee ID.
Action Check Boxes 
Update/Display is the default page action, allowing you access to only current and future-dated records. You have the option of two more choices:
· Include History allows you access to current, future, and historical records, although current and historical records cannot be changed. 
· Correct History has all the capabilities of Include History, plus it allows you to correct and delete most existing information. 
These check boxes are not available on all search pages. If you are uncertain whether or not to select a check box, leave the check boxes clear. After you access the desired page, you can change the page action by clicking a page action button on the toolbar.
Basic Search Option and Save Search Criteria
From an advanced search page, clicking the Basic Search link will generate a basic search page with only one or two search fields. A basic search page will display a link to an advanced search page.
Some search pages have an additional link below the search page buttons:  Add a New Value. Clicking Add a New Value displays an Add a New Value page. Complete one or more fields to access a page and add a new record of information. Add a New Value pages also contain a link, Find an Existing Value, which returns you to the search page.
Save Search Criteria allows you to save your criteria for future use on that particular search page. On a component’s advanced search page, complete the search field(s) and click the Save Search Criteria [image: Save Search Criteria link] link. The search criteria displays and you will name the particular search. After saving, the Use Saved Search [image: Use Saved Search field displays Jane Doe] field contains your named search and displays at the top of the search page. Each time you access the particular component, you have the option of choosing one of your saved searches. To delete a saved search, click the Delete Saved Search [image: Delete saved search link] link and select the search to be deleted. If you delete all of your saved searches on a particular component’s search page, the Use Saved Search [image: Use Saved Search field displays Jane Doe] field no longer displays.
Search Page Buttons
Click either button to perform actions on the data in the search page.
· The Search [image: ] button performs a search based on the information entered in the search fields. 
· The Clear [image: ] button clears all existing data out of the search fields. Do not use the back button on your browser to exit a search page.
Search Results
A search can retrieve and display up to 300 records from the database. Use your browser's scroll bar to view all records. If the list is subdivided, click the Show next rows [image: Show next row button] button to view the next set of records. If your search finds more than 300 records, you may need to narrow your search by entering more data in the search fields. 
NOTE
In some cases when moving from one component to another, SEMA4 will remember the employee ID of the last individual you had accessed. When you access the new component search page, that employee ID may already display for you in the employee ID search field.  In these cases, you will need to click the Clear [image: ] button to remove that ID number if it no longer pertains to your current search. 

Look Up an Employee Record Walk-Through (continued)
Complete the following steps on the search page:
	FIELD NAME & DESCRIPTION
	FIELD DATA

	1. Click the Clear [image: ] button.
	List of search results clears from the page

	2. Name.
· SEMA4 is case-sensitive in some components. You must use the name format. Example: Anderson,John
· Enter as much information as you know. Entering partial data may produce a list from which you may select a record.
· After entering the data, press Tab to move to the next field you wish to select or to enter data.
	Enter the first 3 characters of the name –
	Nor

	3. Select an Action Mode.
· The default action mode is Update Display, which allows you to add records, view current and future information, and change and delete future dated information. You may choose to view and/or correct history by selecting a check box.
	Leave these check boxes blank


	4. After you have entered your data and made any other required selections, press Enter.
· The word Processing displays, blinking, in the upper right area of the page
· A list displays, displaying matches to the information you entered.
	

	5. Select a record from the list of Search Results. 
· Patrick North and Terry Norton appear in the search results.
	Select 
North,Patrick M

	6. The Biographical Details page displays with Patrick North’s information.
	


Review your screen and the diagram on the next page to learn about the features of SEMA4 components.
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	SEMA4 Components, Pages, and Fields
A sport can be organized from major game plan to a series of executable plays, and so can SEMA4 data. The larger picture can be found in the menus and the executable portions are found in the components and pages.



Components might be like a group of players on the floor or field, and the pages within the component are like the individual players.
SEMA4 Components
You are viewing the Modify a Person component, displaying the Biographical Details page for Patrick North. Identify the elements of the component that will help you enter data and navigate SEMA4:

[image: ]


Pagebar



The pagebar appears below the navigation header. The pagebar displays three items – the New Window  link, the Help link and the Copy URL  link. All options may not be available for every component.


The New Window  link opens a new SEMA4 window. Your current window stays open. You must have a page open to access New Window.
Save any changes in the current window before opening a new window. If the session times out while you are working in the new window, you may lose any unsaved changes. If a window session does timeout, close the expired window. 
· Do not use the Return to SEMA4 link on the expired window. This invalidates your entire session in all open windows.
· Do not open the same record in multiple windows; this may cause error messages. 
· Do not use your browser's File > New > Window feature. Doing so does not properly connect to SEMA4.

The Help  link will access SEMA4 Help for the page that is displayed.

And the Copy URL  link copies the current page URL to the clipboard so that it is available for pasting into other applications. It is generally not used. 
Page Tabs
Page Tabs identify the pages in a component. Click a page tab to access that page. If you see a Show following tabs [image: Show following tabs button] button, it indicates that there are more page tabs to the right that are not displayed. Click it to display the remaining page tabs. 
Toolbar
Toolbar buttons help you navigate and enter data. Since not all options are available for all pages, the toolbar changes depending on the page displayed, your security profile, and the actions allowed. Not all toolbar buttons display on every page. Some view-only pages may have no toolbar buttons displayed. 
	Toolbar Button
	Definition

	Save 
[image: ]
	Saves the new information. If a required field is blank or invalid, a warning or error message displays. In a component, this button saves all pages in the component. When you successfully save a page, Saved briefly displays in the upper right corner of the page.

	Return to Search
[image: ]
	Returns you to the search page and redisplays the list of search results for this page.

	Next in List
[image: ]
	Displays the data from the next row in your list of search results.

	Previous in List
[image: ]
	Displays the data from the previous row in your list of search results.


	Refresh [image: ]
	Validates the data entered, does not save.


Page Actions
Click a page action toolbar button when you want to perform a different page action. The page action button currently in use is grayed out. Update/Display is the default.
	Page Action
	Definition

	Update/Display
[image: ]
	Accesses existing data, including the current and future effective-dated rows. Use this action to add effective-dated rows the same as or after the effective date on the current row. You can also use this action to correct and delete future-dated information.

	Include History
[image: ]
	Accesses existing data, including all effective-dated rows. Allows you to add rows effective-dated the same as or after the effective date on the current row. You can also use this action to correct and delete future-dated information.

	Correct History
[image: ]
	Accesses existing data, including all effective-dated rows. Allows you to add, correct, and delete all rows, including history.



Look Up an Employee Record Walk-Through (continued) 
Navigate pages and records in the Modify a Person component: 
	ACTION
	RESULT

	1. Select Contact Information.
	Patrick North’s Contact Information page displays

	2. From the toolbar, select the Return to Search [image: ] button.
	Search page displays the results of your search

	3. Select Norton,Terry J.
	Terry Norton’s Contact Information page displays

	4. From the page links at the bottom, click Biographical Details.
	Terry Norton’s Biographical Details page displays

	5. From the toolbar, click the Previous in List [image: ] button.
	Patrick North’s Biographical Details page displays



Review your screen, or the diagrams that follow, to learn about page elements and features. Continue reading the information below. Do not exit SEMA4.
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	SEMA4 Pages
Looking at the Biographical Details page, identify the individual SEMA4 page elements.



[image: ]

1. Add/Delete Buttons
Clicking these buttons will allow you to add or delete a row of information. Click the Add a row[image: Add a row button] button to add a row, and click the Delete a row [image: Delete a row button] button to delete a row.  Before you click an Add or Delete button, be sure you are positioned on the row you want copied or deleted!

2. Required Field Indicator
An asterisk * to the left of a field, identifies a required field. If you save without entering a required field, the field turns red and an error message displays. However, some fields are required even though they do not have an asterisk. If you save without entering data in a required field, the field will turn red and an error message displays.
3. Collapsible/Expandable grids
Click the Expand [image: bt grid expand]arrow to expand a grid that is collapsed. Click the Collapse [image: bt grid collapse] arrow to collapse an expanded grid.
4. Row Number Information
Once a grid is expanded, the row numbers will display.
Expanded grids will display in different formats:
· Standard grids: generally a view-only table
· Tabbed grids:  where you may add data
Other page features 
Click the Contact Information page tab to view more page features.
[image: ]
1. Row Number Information and Access
Information you see here indicates the number of rows available and the row number you are viewing. You can access rows of information by using the links and buttons in this area. In this example, 1-2 tells you that you are viewing rows 1 and 2 of the two rows available. View All, First, and Last are links that access rows. The Show previous row [image: Show previous row button] and Show next row [image: Show next row button] buttons display the previous row and the next row.
2. Check Box
A data field that can have one of two values:  yes or no. If the check box is selected, it is considered a yes response. If the check box is not selected, it is a no response.

Another page feature 
Click on the Regional tab to view more page features.
[image: ] 
Flag
Some types of grids will display an icon, such as a flag, rather than a title bar.
Do not exit SEMA4. Continue to the next page to review the diagrams and read about different types of SEMA4 fields.
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	SEMA4 Fields
Each piece of information on a SEMA4 page is contained in a field.
To quickly navigate among fields, use the Tab key.
· Press Tab to move forward.
· Press Shift + Tab to move backward.



You will find a variety of field types in SEMA4, most of which are set up to help you enter data correctly. (See sample page below.)
[image: ]
Types of Fields
	Drop-down calendar
A date field that allows you to select from a graphical calendar. You 
can type the date in this field using the date format, or you can click the Choose a date [image: Choose a date button]button or press Alt + 5 to display the calendar.
On the calendar click the combo box arrow [image: Combo box arrow button] button to select the month and year. Click the Next [image: Next button] button to move forward one month, and click the Previous [image: Previous button] button to move back one month. Click the Current Date link to select today's date.
	[image: SEMA4 Drop Down calendar picture]


Refresh button
Clicking on the Refresh [image: refresh button] button will update the field by validating the data entered or recalculating. It does not save information.

Drop-down list box
When you click a drop-down list box or its combo box arrow button, the box expands the field to display the list of valid values. Only valid values can be entered in the field.
	Empl Class:
	[image: SEMA4 Drop Down list picture]
	Generally, a drop-down list box is used when the list of valid values is relatively short. 
To choose an item from the list, select it and click, or tab to the field and type the first letter until the item you want displays. For example, type N until you see Not Applic.


Edit box 
A free-text data entry field.  You may type any combination of letters or numbers.
[image: ]
Edit box with prompt button
You can type data in this field, or you can click the Look Up [image: Look up button] button or press Alt + 5. When you click the Look Up [image: Look up button] button, a lookup page displays. This lookup page works much like the search page you saw in an earlier example. Generally, an edit box with prompt button is used when the number of valid values is large or the values are codes. Only valid values can be entered in the field.

Keyboard Shortcuts
If you prefer to use the keyboard rather than click the mouse, then SEMA4’s keyboard shortcuts are for you. It is possible to do most SEMA4 tasks without using the mouse. To see a list of access keys and hot keys, open any SEMA4 page, and then press Ctrl + K (hold down the Ctrl key and press K). To return to the SEMA4 page, press Ctrl + K again.
F11
Some SEMA4 pages extend beyond your screen display. To expand the screen display so you can see more information, press F11. To return to a normal display, press F11 again.
Look Up an Employee Record Walk-Through (continued from page 37) 
Look up Patrick North’s job information to see how the various fields work:
	ACTION
	RESULT

	1. From Patrick North’s Biographical Details page, on the Menu click Workforce Administration and then Job Information.
	The menu folder expands and cascades

	2. Select Job Data.
	Search page displays Patrick North’s employee ID

	3. 
Click the Include Historycheckbox.
	Checkbox displays a  checkmark

	4. Click the Search [image: ] button.
	Search results display two job records for Patrick North

	5. Select Empl Rcd Nbr 0.
	Work Location page displays Patrick North’s information

	6. To enlarge the screen display, press F11 on the keyboard.
· This allows you to see more information on the screen.
	Screen enlarges

	7. To return to the normal display, press F11 again.
	Screen displays normally

	8. Click the Job Information page tab.
	The Job Information page displays


View employee data using special page features: 
	ACTION
	RESULT

	1. 
On the pale blue Job Information header, notice the row number and access information . Since we requested that SEMA4 include history records, we can see that there are 2 rows of information for this job record. You are viewing the first of two rows.
· Click the Show next row [image: Show next row button] button to view the second row of information.
	The Show next row [image: Show next row button] button grays out.
The row with an effective date of 1995 displays.

	2. Click the Show previous row [image: Show previous row button] button to return to the first row of information. Notice how the row number access information changes as you move between the two records.
	The first row of information displays again

	3. You can also click the First [image: ] and [image: Last row link picture] Last links to move between the two rows of information.
	blank

	4. Click the Work Location page tab.
	The Work Location page displays

	5. Click the Choose a date [image: Choose a date button] button next to the Effective Date field.
· You may type a date in this field or use the drop down calendar to locate and select the appropriate date.
	Drop-down calendar displays

	6. 
Click the Close button to exit the Drop-down calendar.
	Drop-down calendar closes

	7. 
Click the combo box arrow  button in the Job Indicator field.
· A list of valid values displays. These are the only entries that will be accepted in this field.
	Drop-down list displays, displaying your choices for this field

	8. Press Tab a few times to move to the Position Number field.
	blank

	9. [bookmark: OLE_LINK4]Click the Look Up [image: Look Up button] button next to the position number.
	Look up page search results display. There are more than 300 records matching the search criteria. 

	10. Click the Clear [image: ] button.
You can Narrow the results of the list by entering data into any of the look up fields.
	A list of search results displays.

	11. In the Description field, type Information, then press Enter.
	SEMA4 processes the request and a new shorter list displays

	12. Click the Cancel [image: ] button.
· You will not change any data in this walk-through.
	Work location page displays


At the bottom of the component pages are links to other components related to Job Data. You will see this occasionally in SEMA4. 

Find an Employee Using the ID
Next, you will look up another employee's record using the employee ID instead of the name. Every state employee has an employee ID. 
When you type an employee ID in SEMA4, you need to include the leading zero(s); otherwise, SEMA4 won't be able to find the record. For example, if the employee ID is 00123456, you cannot just type 123456.
You will view the same page, but for a different employee. You can do that easily by using the toolbar at the bottom of the page. 
Find an employee using the EmplID:
	ACTION
	RESULT

	1. Click the Return to Search [image: ] button on the toolbar at the bottom of the page. Click the Clear [image: ] button.
	Search page displays Patrick’s EmplID
Search page clears

	2. In the EmplID field, type 00230202 and click the [image: ] Search button.
	Work Location page displays Janet Evans’ information

	3. 
	


For best system response, type the Employee ID rather than the name. This is especially true for components with many records, such as Paycheck Data and Job Data.
Moving Among Fields
You’ve used the Tab button to move to the next field. Pressing Shift +Tab will take you to the previous field.
Practice moving forward and backward on a page:
	ACTION
	RESULT

	1. Press Tab to move forward a few fields.
	Cursor moves forward

	2. Press Shift +Tab to move backward a few fields.
	Cursor moves backward\

	3. Select Home to exit this page and component.
	Home displays


Continue to the next part of the walk-through, Viewing Paycheck Earnings.

Look Up an Employee Record Walk-Through (continued)
Viewing Paycheck Earnings
During the next part of the walk-through you will look up an employee’s paycheck data.
[image: ]
Access Paycheck Earnings page: 
	ACTION
	RESULT

	1. From Home, select Payroll > Pay Distribution > Review Paycheck - All.
	Review Paycheck - All search page displays

	2. Click in the EmplID field. Type 00847978 and click the Search [image: ] button.
	Search results display pay period end dates and other information for Elliot,William J.

	3. Select the 06/05/2012 pay period.
	Paycheck Earnings page displays

	4. Review the information on the page.
	blank

	5. 
Click the Additional Data link.
	A pop-up, display-only page displays additional information, primarily from the employee's job record

	6. 
Click the Return  button.
	Paycheck Earnings page displays again

	7. Select the Paycheck Taxes tab.
	Paycheck Taxes page displays

	8. Review the information on the Paycheck Taxes page.
	blank

	9. Select the Paycheck Deductions tab.
	Paycheck Deductions page displays

	10. Review the information on the Paycheck Deductions page.
	blank

	11. Click the Expand [image: Expand Arrow picture] arrow next to Net Pay Distribution.
	Grid expands, displaying William’s pay distribution (direct deposit information)

	12. Click the Next in List [image: ] button.
	William’s deductions display for the pay period ending 06/07/2011

	13. Click the Previous in List [image: ] button.
	Paycheck deductions information for the pay period ending 6/5/2012 displays

	14. Select Home to exit this page and component.
	Home displays


This concludes the walk-through.
The next section discusses how SEMA4 data is organized in Effective-Dated Rows.


	[image: Read-Through picture]
	Effective-Dated Rows
In SEMA4, information is displayed in rows. One row may indicate a Hire, a Pay Rate Change or a Transfer. Each row of job data contains an effective date.



To view each row, click the Show previous row [image: ] and Show next row [image: ] buttons. To jump to the first or last rows click the First or Last links next to the buttons. Depending on where you are in the series, one or both will be highlighted. All the records display the most recent first, so clicking the Last link takes you to the earliest SEMA4 record. In most cases that will be the employee’s hire record.
A row may consist of several pages. A row of job information includes all the pages in the Job Data component: Work Location, Job Information, Job Labor, Payroll, Salary Plan, Compensation, and Leave/WOC. Look at the following examples of rows.
Work Location page:
[image: ]
Notice the following characteristics of this page:
· The effective date of this row is 07/01/2003.
· The action is Return from Leave. The reason code is RFL, Return From Leave of Absence.
· The row number indicates there are five rows of information
All pages in the same row have the same effective date.

Here's an example of the next page in the component for the same row. This is the Job Information page.
Job Information page — same row:
[image: ]

On this page, notice the effective date and action/reason are the same as those on the Work Location page.
Scrolling to Other Rows
To view other effective-dated rows, click the Show previous row [image: ] or Show next row [image: ] buttons on the Row Number Information bar. A row might display Leave of Absence information, a Pay Rate Change or a Hire. Generally, the rows are effective-dated, and are designated Current, Future, or History. 
If the Show previous row or Show next row buttons are gray, Include History hasn’t been selected, or there is only 1 row.

Assume that you clicked the Work Location page tab and then you used the Show previous row [image: Show previous row button] button to view a historical effective-dated row.
Work Location page — previous row:
[image: ]
Notice the following characteristics:
· The effective date is 06/18/2003. This is the first day of the employee's leave and it is considered History.
· The action is Leave of Absence (LOA), and the reason code is PR9 (Personal Leave with Employer Contribution).
You'll have a chance to view effective-dated rows in User Training, in the next walk-through.
Effective Date
In SEMA4, effective date means from this day forward.
[image: Effective Date
(arrow pointing right) From this day forward]

The effective date is the first day the action takes effect, not the last day of the previous action. Some examples will help with this concept:
· When an employee is separated, record the first day of the separation, not the last day of employment.  If the employee's last day of work is 12/10/2011, then the effective date of the separation is 12/11/2011.
· When an employee retires, record the first day of retirement, not the last day of work. If the employee's last day of work is 11/26/2013, then the effective date of the retirement is 11/27/2013.
· When an employee is getting a pay rate change, the effective date is the first day of the new pay rate.
Effective dates ensure that historical information is maintained. The system also keeps a record of the employee's previous pay rate. 
Historical, Current, and Future
Effective dates can be historical, current, or future. On pages that contain an effective date, you can scroll through the rows of information to see the effective date on each row. 
Effective Dates Example
Let's say today's date is April 20, 2013. An employee's record contains four rows of information, with the following effective dates:
[image: ]
Using this example, let's describe what SEMA4 means by historical, current, and future effective-dated information.
· Historical:  The effective date is older than the effective date of the current row. In this example, 12/13/2003 is historical, and so is 03/24/2007.
· Current:  The effective date is before or the same as today's date. In this example, 07/15/2009 contains current information because it has the date that's before or the same as today's date, 04/20/2013.
· Future:  The effective date is after today's date. In this example, 05/05/2015 contains future information because it comes after today's date, 04/20/2013.

Add a New Row to an Employee’s Record
To insert a new row of information, such as a salary increase, you click the Add a row[image: Add a Row button] button, which makes a copy of the current row of information. Then type the effective date of the salary increase. 
The result is that the system keeps the old salary in one row, with its historical effective date, as well as the new salary in another row, with the effective date you just typed. The historical row is considered History.
Effective Date Sequence #
What if there are two actions on the same effective date?  If this happens, each row has a unique effective date sequence number. The Eff. Seq. field is next to the effective date. Effective date sequence numbers start with 0.
For example, suppose a record contains two rows, a rehire and a demotion, both effective-dated 10/20/2012. The rehire has effective date sequence # 0 and the demotion has effective date sequence # 1. 
The row with the greatest sequence number is most recent.
Not Everything is Effective-Dated
Some information is not effective-dated, such as fields in the Employment Data component. To change the employee's work phone number, on the Additional Employment Info page, do not insert a row of information. Type over the existing data.
Selecting an Action
When working with effective dates, you need to select the appropriate action (Update/Display, Include History, or Correct History) based on what you need to do. 
The default action in SEMA4 is Update/Display.
The security profile assigned to you controls which actions you can use. For example, not all users have authority to correct history. Use Correct History only for fixing errors, not for updating information. 
WARNING
Use caution when working with Correct History. Using the Correct History action can be dangerous because you can remove history.
If you think you need to use Correct History, check with your SEMA4 HR Specialist or a Payroll Services staff member.


	[image: ]
	Effective Dates
In this walk-through you will add effective-dated information, a personal leave of absence to an employee’s record.




Find the employee record:
	ACTION
	RESULT

	1. Sign into the SEMA User Training database if you are not already logged in.
	SEMA4Home displays

	2. Select Workforce Administration > Job Information > Job Data.
	Job Data search page displays

	3. In the EmplID field, enter 003401__ __ (substitute your two-digit code for the blanks) and click the Search [image: ] button.
	Work Location page displays Lee H. Baker's record


Enter an Effective-Dated Transaction
Insert a new row of information and record the employee's leave of absence:
	FIELD NAME & DESCRIPTION
	FIELD DATA

	1. Insert a new row.
· This row contains a copy of the row that was previously displayed, with today's date as the effective date.
	Click the Add a row [image: Add a row button] button


	2. Effective Date
· Drop-down calendar displays.
· Enter a date by typing it or by selecting from the calendar.
	Click the Choose a date [image: Choose a date button] button


	3. Select the date.
· Click the date that the leave of absence begins.
· You may receive a warning message when the date is “out of range.” This occurs when the date is 30 days before or after today’s date. Click OK and continue.
	Select July 5, 2012


	4. Effective Sequence
· If you are entering a second or additional action with the same effective date, increase the sequence number by 1.
· The Effective Sequence number defaults to zero, indicating the first row effective that day. 
· The effective sequence number enables you to create multiple job rows (up to 999) with the same effective date.
	Leave at 0

	5. Action 
· Read through the list.
	Click the Combo box arrow [image: Combo box arrow button] button

	6. Select an action. 
· If a warning displays, click OK.
	Leave of Absence

	7. Reason
	Click the Look Up [image: Look up button] button to display a list of reasons

	8. View the list of reasons.
	blank

	9. Select a reason.
	Personal Leave


When you are working in the Production database, you will need to enter more data to complete this transaction. For this training, you will not complete the transaction.
View the Job Data pages:
	ACTION
	RESULT

	1. Click the Job Information tab.
	Job Information page displays

	2. Look at the effective date.
In the Job Data component, a row of information extends across seven pages, Work Location  --  Leave/WOC.
	blank

	3. Select each of the page tabs in the Job Data component and notice the effective dates on each page. 
When you added a row, the system added a copy of the row that was displayed. The row isn’t blank.
	Pages in the Job Data component display


View the effective-dated rows: 
	ACTION
	RESULT

	1. Select the Work Location page and notice the row number information.
· Although there are additional rows, Update/Display allows you to view only current and future rows.
	Work Location page displays row 1 of 2

	2. Click the Include History [image: ] button.
	Page displays, asking if you want to save. Do not save.

	3. Click the Cancel [image: ] button. (Do not save.)
Notice that the row information displays 1 of 4.
	Work Location page displays additional rows of information

	4. Click the Show next row [image: Show next row button] button to scroll through the rows.
Look at the effective dates and Action/Reason codes.
	Rows display, including history

	5. Click the Home [image: ] link to exit the Job Data component.
	Home displays
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	Find an Employee Record & Paycheck Information
Exercise
This exercise will give you the opportunity to practice looking up employee information and paycheck history. 




You may use these resources in completing this exercise:
· Walk-throughs in this topic 
· SEMA4 Help
Find the employee:
	ACTION
	RESULT

	1. Select Workforce Administration > Job Information > Job Data.
	Job Data search page displays

	2. In the Name field, type Sch and press Enter.
	A list displays

	3. Select Schilling,Esther L

	Work Location page displays Esther’s current information

	4. Press the F11 key on your key board to enlarge the screen display.
	Screen display enlarges

	5. Click the Return to Search [image: ] button.
	Search page displays the list you generated

	6. Select Ned Schmidt.
	Work Location page displays Ned’s current information

	7. Click the Return to Search [image: ] button.
	Search page displays the list you generated

	8. Select Esther Schilling again.
	Work Location page displays Esther’s current information

	9. Select each page in the Job Data component and look at the information displayed.

	Work Location, Job Information, Job Labor, Payroll, Salary Plan, Compensation, and Leave/WOC pages display Esther’s current information

	10. Select the Work Location page.
	Work Location page displays

	11. In the Action field, look at the list of valid values.
	List of actions displays

	12. Click the Look Up [image: Look up button] button for the Reason field.
	List of reasons for a pay rate change displays

	13. Click the Cancel [image: ] button.
	Work Location page for Esther displays

	14. Select the Home [image: ] link. Do not save.
	Home displays

	15. Press the F11 key or your key board to return the screen display to normal.
	Screen displays normally



Find paycheck history:
	ACTION
	RESULT

	1. Select Payroll > Pay Distribution > Review Paycheck.
	Review Paycheck search page displays

	2. In the EmpllD field type 00847978 and press Enter.
	List displays William Elliot’s paychecks by date

	3. Select Pay Period End Date 06/05/2012.
	Paycheck Earnings page displays information for William Elliot

	4. Select each page in the Review Paycheck component and review the information.
	Paycheck Earnings, Paycheck Taxes, and Paycheck Deductions pages display

	5. Select the Home [image: ] link.
	Home displays
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	Find an Employee Record 
Exercise
In this exercise, you will look up Violet McIntyre's employee record, and find the current and historical effective-dated rows of information.




Resources
You may use these resources in completing this exercise:
· Walk-throughs in this topic
· SEMA4 Help
	ACTION
	RESULT

	1. Look up Violet McIntyre's Job Data record by entering a portion of the last name.
	Work Location page displays for Violet

	2. Review the information on the Work Location page.
	

	3. Click the F11 key on your key board to enlarge the screen display.
	

	4. Select each page in the Job Data component and review the information.
	

	5. On the Compensation page, click the Include History [image: ] button.
	A total of 4 rows display

	6. Look at the Violet’s historical pay records and notice the hourly rates.
	

	7. Select the Home [image: ] link.
	Home displays
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	Review Questions
Review what you have learned by answering the following questions.




1. What are some the ways you can navigate in SEMA4?
a. Toolbar buttons.
b. Page tabs.
c. Menu bar.
d. a, b, & c.
2. What are the possible Page Actions in SEMA4?
a. Update/Display, Include History, Correct History.
b. Cancel, Delete, View All.
c. Save, Back, Refresh.
d. Return to Search, Next in List, Previous in List.
3. What is the fastest way to look up an employee in SEMA4?
a. Enter the last name and first few letters of the first name.
b. Enter the employee ID. 
c. On the search page, enter information about the department first.
4. From an employee’s Work Location page, the current effective-dated record is a Pay Rate Change. How would you find information on the prior Pay Rate Change?
a. Click the Return to Search [image: ] button to locate the appropriate record.
b. Click the Search [image: ] button.
c. Click the Include History [image: ] button on the toolbar to include all rows.
d. Exit the Job Data component and go to the Pay Data component.
5. After you open an employee’s record, how would you add a new row of information?
a. Click the Look Up [image: ] button.
b. 
Select the link.
c. Click the Add a row[image: Add a Row button] button.
d. Click the Refresh [image: ] button.
6. On an effective-dated page, you insert a new row of information, with an effective date of today. What is the new row considered?
a. Current.
b. History.
c. Future.
7. John Brown submitted a letter of resignation stating that his last day of work would be Friday, September 12, 2003. What effective date would you enter in SEMA4 for the resignation?
a. September 12, 2003.
b. September 13, 2003.
c. September 14, 2003. 
d. September 15, 2003.
8. If you receive the following message on a search page, what would you do?  “Only the first 300 results can be displayed.”
a. Exit the search page and start the search over
b. Narrow the search by adding more information in one of the search fields
c. If you are on the Advanced lookup page, click the Basic Lookup link.
9. To make a change to future effective-dated information, do you have to use Correct History?
a. No. You can use Update/Display or Include History.
b. Yes. You must use Correct History.
c. Only after you’ve gone “back to the future.”
10. How do you view information for a different employee on the page already displayed?
a. Return to Search
b. Refresh
c. the activity menu displaying in the breadcrumbs
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	Review Answers
Check your answers to the review questions.



1. What are some the ways you can navigate in SEMA4?
d. a, b, & c
2. What are the possible Page Actions in SEMA4?
a. Update/Display, Include History, Correct History.
3. What is the fastest way to look up an employee in SEMA4?
b. Enter the employee ID.
4. From an employee’s Work Location page, the current effective-dated record is a Pay Rate Change. How would you find information on the prior Pay Rate Change?
c. Click the Include History [image: ] button on the toolbar to include all rows.
5. After you open an employee’s record, how would you add a new row of information?
c. Click the Add a row [image: Add a row button] button.
6. On an effective-dated page, you insert a new row of information, with an effective date of today. What is the new row considered?
a. Current.
7. John Brown submitted a letter of resignation stating that his last day of work would be Friday, September 12, 2003. What effective date would you enter in SEMA4 for the resignation?
b. September 13, 2003.
8. If you receive the following message on a search page, what would you do?  “Only the first 300 results can be displayed.”
b. Narrow the search by adding more information in one of the search fields.
9. To make a change to future effective-dated information, do you have to use Correct History?
a. No. You can use Update/Display or Include History.
10. How do you view information for a different employee on the page already displayed?
a. Return to Search
Continue to the next topic, Using SEMA4 Help.
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	SEMA4 Help Features
SEMA4 Help is a resource you can access quickly when you need assistance or want to learn more about SEMA4. SEMA4 Help includes the following features:



· Getting Started is the first stop for anyone new to SEMA4.
· Page Finder shows the menu path for pages in SEMA4.
· Overviews explain each main function of SEMA4.
· Check Lists help you complete a transaction by referring you to the appropriate policies and procedures, tasks or steps, and other related business functions. Most check lists are associated with employee maintenance transactions requiring an action/reason code. You will also find check lists for some payroll functions.
· Tasks are major activities in a business process, using several sets of Steps.
· Steps provide step-by-step instructions describing exactly how to access or enter information in the system.
· Page Overviews describe how specific pages are used and provide links to step-by-step instructions, and field definitions.
· Field Definitions provide detailed information about each field on a page.
· Operating Policies and Procedures provide the up-to-date policies and procedures of Minnesota Management & Budget. 
· Reports Inventory and Report Descriptions provide a comprehensive guide to SEMA4 reports and define each field on the reports.
· Tips and Troubleshooting topics provide guidance for using SEMA4 efficiently and solving problems.
· Glossary defines terms used in the system.

Accessing SEMA4 Help
While using SEMA4, you can access SEMA4 Help by clicking the Help [image: Help link picture] link on the Navigation Header.  Clicking the Help [image: Help link picture] link accesses the SEMA4 Help Contents page with the Navigation Pane on the left and the Topic Pane on the right. (Do not press F1. Pressing F1 will open your browser help.)
[image: ]

Displaying SEMA4 Help opens a new window that you can size to view both SEMA4 pages and SEMA4 Help. When using SEMA4 Help it is OK to use the Back button on your Internet browser. Avoid using the Back button when working in SEMA4.

Access SEMA4 Help when Viewing a Page 
If a SEMA4 page is displayed, you can get specific help about that page. The directions below describe how to access page-specific help. 
	ACTION
	RESULT

	1. Display a SEMA4 page. (example:  Biographical Details)
	blank

	

	

	2. 
Click the Help link on the page bar that displays below the navigation header.
	Page Overview displays

	[image: Biographical Details Page Overview in SEMA4 Help picture]
	blank

	3. In the upper right-hand corner, click the Steps [image: Steps button] button to view step-by-step instructions.
	Step-by-step instructions for the page displays

	4. Click Back on your Web browser.
	Page Overview displays

	5. Click the Fields [image: fields button] button to view field definitions.
	Field definitions display

	6. If you want to show the navigation pane, click the Show navigation component [image: Show navigation component button] button.
	blank



Print a SEMA4 Help Topic
You can print a SEMA4 Help topic, but how you do it will vary depending on your Web browser and printer. Prior to printing a topic from SEMA4 Help, you must click in the Topic pane before selecting your browser's print feature. If you do not, you will print from the Navigation pane, not your chosen topic. This may amount to over 40 pages of unexpected printout! 
SEMA4 Help is updated regularly. Keep in mind that printed topics may be out-of-date. 
	[image: ]
	SEMA4 Help & Navigation
During this walk-through you will use SEMA4 Help to provide an overview of help and SEMA4's navigation techniques:
· Basic Navigation
· Navigation Buttons and Links
· Toolbars
· Pages
· Fields



	ACTION
	RESULT

	1. In Help’s navigation pane, select Getting Started in SEMA4.
	Getting Started topic displays

	2. Select Navigating in SEMA4.
	Navigating in SEMA4 - Overview displays

	3. Click the word Home link in the first line of text.
· All highlighted terms pop-up and display additional information when you click the link.
	A pop-up displays a definition

	4. Click the mouse again to close the pop-up.
	Navigating in SEMA4 - Overview displays again

	5. Click the Expand page [image: expand the page button] button in the upper right-hand corner to maximize the SEMA4 Help window.
	Window expands to fill the screen

	6. Click the Hide navigation component [image: Hide navigation component button] button.
	Navigation pane disappears

	7. Toward the bottom, select the Toolbar link.
· You will practice using the toolbar buttons later in this learning guide.
	Toolbar - Overview displays

	8. Find the picture of the runner at the bottom of the page and click "Click here to continue to the next navigation topic."
Page elements are pointed out in a graphic, as well as individually defined. Review the information on Search pages, Secondary pages and Lookup pages.
	Pages - Overview displays


	9. Click next to the runner at the bottom of the topic to navigate to the next topic.
· Each piece of information on a page is contained in a field.
· Read the pop-up description for each type of field. If you do not know what to put in a field, in many cases you can get a list of valid values. If a field is grayed out, you cannot enter or change information in that field.
· When you enter information in certain fields, you must follow a specific format. Special formatting rules apply to fields containing names, dates, phone numbers, times, and other numbers.
	Fields - Overview displays

	10. Close the SEMA4 Help window, and click [image: ] on the Navigation Header.
	SEMA4 Home displays


Get the Most from SEMA4 Help
Almost everything you need for maintaining the Human Resources and Payroll system, can be found in SEMA4 Help. By using SEMA4 Help you can learn the correct processing methods for almost any circumstance. Look at the SEMA4 Help features once again, this time from the standpoint of how each feature might be appropriate to use.
	SEMA4 Help features and how to use them:

	Feature
	Function

	Getting Started
	Refer to this section if you are new to SEMA4 or to brush up on various navigation features of the system.

	Page Finder
	Select this to find out where pages are located.

	Overview
	Every SEMA4 function has an overview. Read the overview to get the big picture of the business function and how it fits in to the State of Minnesota’s Human Resources, Payroll, and Benefits.

	Check Lists
	Check lists help you complete a transaction by referring you to the appropriate policies and procedures, tasks or steps, and other related business functions. Most check lists are associated with employee maintenance transactions requiring an action/reason code. You will also find check lists for a few payroll functions.

	Tasks
	Tasks are major activities in a business process, usually referring to several sets of steps.

	Steps
	Use the steps find out how to access SEMA4 and enter information.

	Page Overviews
	Use page overviews to learn general information about a page. The page overview also contains links to the steps-by-step instructions and field definitions.

	Field Definitions
	Field definitions describe data within a field.

	Operating Policies and Procedures
	Operating Policies and Procedures provide the up-to-date policies and procedures of Minnesota Management & Budget.

	Reports Inventory and Report Descriptions
	Many reports will be useful in helping you maintain SEMA4 records. Refer to this list to help you determine what reports apply to your situation.

	Tips and Troubleshooting

	Check out the tips for ways to use SEMA4 more efficiently. If you are receiving an error message, look under Troubleshooting to determine the possible cause and options for solving the problem.

	Glossary
	Use the glossary to learn the definition of a term used in SEMA4.
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	Access SEMA4 Help
In this walk-through, you will practice working with SEMA4 Help.
· Access help from a SEMA4 page
· Keep SEMA4 Help accessible while using the page
· Refer to policies and procedures on-line
· Find step-by-step instructions and field definitions
· Look up a report description
· Look up SEMA4 terms in the glossary


Access SEMA4 Help about a Page
For this walk-through, suppose you need to change an employee's address. After accessing the Contact Information page, you notice you need help. You will find context-sensitive help about the page. 
If you have signed out of SEMA4, you will need to sign in again.
Display a Page — Access Janet Evans' record:
	ACTION
	RESULT

	1. Select Workforce Administration.
	Workforce Administration folder expands

	2. Select Personal Information.
	Personal Information folder expands

	3. Select Biographical
	Folder expands to display components

	4. Select Modify a Person.
	Personal Data search page displays

	5. In the EmplID field, type 00230202 and press Enter.
	The Biographical Details page displays Janet L. Evans' information

	6. Select the Contact Information page.
	The Contact Information page displays



View a Page Overview—Page Specific Help: 
	ACTION
	RESULT

	7. 
Click the Help  link on the pagebar. While in SEMA4 Help, you may do any of the following at any time:
· Return to a previous topic by clicking Back on your browser tool bar.
· Show the navigation pane by clicking the Show navigation component [image: Show navigation component button] button.
· Hide the navigation pane by clicking the Hide navigation component [image: Hide navigation component button] button.
· Return to the Contents by clicking SEMA4 Help Contents in the navigation pane.
· Minimize the help window by clicking the Minimize [image: Minimize button] button.
· Exit SEMA4 Help by clicking the Exit [image: Exit button] button.
	Contact Information - Page Overview displays

	8. Click the Show navigation component [image: Show navigation component button] button in the topic pane.
	Navigation pane displays


Field Help
In the next part of the walk-through, you will find help for the fields on SEMA4 pages. Complete the following steps to see a list of the fields on a page and read a description of a field.
View Field Descriptions:
	ACTION
	RESULT

	1. On the Contact Information - Page Overview, click the Fields [image: Fields button] button.
· Fields are listed in the order they display on the page.
	Contact Information - Field Definitions  display

	2. Click the Address link and read the description.
	Field Definition displays

	3. Click the delivery address link and read the information.
	An explanation displays

	4. Close SEMA4 Help.
	blank

	5. Select the Biographical Details page.
	The Biographical Details page displays

	6. 
Click the Help link.
	The Biographical Details – Page Overview topic displays



Related Functions
You can easily navigate to related functions. Look for topics that appear next to See Also.
	ACTION
	RESULT

	1. Scroll to the bottom of the page and click the Employee Maintenance – Overview link.
	Employee Maintenance – Overview page displays

	2. Click the link for the term position.
· Click any link to display a definition or explanation.
	A definition for the term position displays

	3. Click again to close the link.
	Definition disappears

	4. Click the Back button on your browser.
	Biographical Details - Page Overview topic redisplays


Step-by-Step Instructions
For each page in SEMA4 you will find a complete set of instructions.
View Step-by-Step Instructions:
	ACTION
	RESULT

	5. 
From the Biographical Details – Page Overview topic, click the Steps  button.
	Add/Update Name Information, Leave Accrual Date and Marital Status (Biographical Details) – Steps displays

	6. Scroll down and read through the steps.
· Steps tell you what to do on each SEMA4 page.
	blank

	7. Click the Back button on your browser.
	Biographical Details - Page Overview  displays

	8. 
As you have seen, when you click the Help link on the pagebar of a SEMA4 page, a new tab opens in your browser with SEMA4 Help information displaying a page Overview for the SEMA4 page you were viewing. It can be helpful to keep tabs open for both SEMA4 and SEMA4 Help as you are working.  That enables you to “toggle” between the two tabs so that SEMA4 Help is always available as a resource while you are logged on and working in SEMA4.
	blank

	9. Click the Show navigation component [image: Show navigation component button] button to display the navigation pane.
	SEMA4 Help becomes active and the navigation pane displays

	10. From the list in the navigation pane, select the SEMA4 Help Contents link.
	SEMA4 Help Contents page displays

	11. 
Close SEMA4 Help by clicking the Close  Tab symbol on the SEMA4 Help browser tab.
	SEMA4 Help closes

	12. Click the Home link on the navigation header.
	Home displays


Get Help from the Navigation Header
Next, you'll try the second method of finding help.
Whenever you need to find help on any topic, click the Help [image: Help link picture] link on the Navigation Header. For this walk-through, suppose you want to process employee business expenses.
Use the Menu Bar to access SEMA4 Help:
	ACTION
	RESULT

	1. From the Navigation Header, click the Help [image: Help link picture] link.
	SEMA4 Help Contents displays the topic and navigation panes

	2. Read the list of topics.
	blank

	3. Select the HR/Payroll Functions link.
	A list of Human Resources and Payroll functions displays

	4. Read the list of topics under each heading.
	blank

	5. Select the Business/Travel/Relocation Expense link.
	Business/Travel/Relocation Expense - Contents topic displays

	6. Read the list of topics.
	blank

	7. Select the Policy and Procedures link to review those that apply to Business/Travel/Relocation Expense.
	A pop-up topic displays a list of policies and procedures

	8. In the pop-up, select the Employee Business/Travel Expenses link.
	Employee Business/Travel Expenses - Operating Policy and Procedure displays

	9. Scroll down, and notice the list of policies and procedures that you can access.
	blank

	10. Select any policy listed.
	A policy displays

	11. To return to the Business/Travel/Relocation Expense - Contents topic, click Back, on the browser, twice.
	Business/Travel/Relocation Expense - Contents topic displays

	12. Select the Overview link to get an overview of the function.
	Business/Travel/Relocation Expense - Overview topic displays

	13. Click the agency link.
	A pop-up displays the definition

	14. Read the definition. Click the pop-up when you finish.
	Definition disappears

	15. Scroll down to see the rest of the overview.
	blank

	16. Toward the end of the topic select the Processes link.
	Processing Business/Travel Expense Information – Tasks topic displays

	17. Scroll down and look at the tasks.
	blank

	18. Select the Adding/Changing a Business Expense Reimbursement link.
· These are the instructions you would follow to add or change a business expense reimbursement.
	Add/Change a Business Expense Reimbursement – Steps topic displays

	19. Return to SEMA4 Help Contents by selecting the SEMA4 Help Contents link in the navigation pane.
	SEMA4 Help Contents topic displays


Tips and Troubleshooting
You can easily find answers to common questions and problems by referring to the Tips and Troubleshooting section.
Find tips and troubleshooting information in SEMA4 Help:
	ACTION
	RESULT

	1. From the navigation pane, select the Tips and Troubleshooting link.
	Tips and Troubleshooting topic displays

	2. Select the Tips link.
	Tips – Reference topic displays

	3. Select the Navigation Tips link.
	Navigation Tips topic displays

	4. Scroll through the tips and scan the kind of information you will find.
	blank

	5. Click the Back button on your browser three times to return to the SEMA4 Help Contents topic.
	SEMA4 Help Contents displays

	6. Select the Tips and Troubleshooting link.
	Tips and Troubleshooting pop-up displays

	7. Select the Troubleshooting link.
	Troubleshooting - Contents topic displays

	8. Select the Error Codes and Messages link.
	The Error Codes and Messages – Reference topic displays

	9. Click any of the error code or message links and read the information.
	Error code description displays possible causes and solutions

	10. Select the SEMA4 Help Contents link in the navigation pane.
	SEMA4 Help Contents topic displays



Reports Inventory
SEMA4 Help contains a complete list of all reports available to users. Each list contains a report overview, the type and frequency of the report, and suggested uses for the report. You may need to obtain a copy of certain reports before you perform a task in SEMA4.
Find SEMA4 Help for a report:
	ACTION
	RESULT

	1. From the SEMA4 Help Contents page, select the Reports Inventory link.
	Reports Inventory topic displays

	2. Select the SEMA4 Reporting – Overview link.
	SEMA4 Reporting - Overview topic displays

	3. Scroll down and find the names of the three types of reports that communicate SEMA4 data.
	blank

	4. At the bottom of the topic select the HR Reports (alphabetical order) link.
	An alphabetical list of HR reports displays

	5. Select the Salary Increase/Probation End Date Report (HP6150) – DocumentDirect/InfoPac link.
	Salary Increase/Probation End Date - Report Description displays

	6. Scan through the description.
	blank

	7. Click the Report Fields [image: Report Fields button] button.
· Fields are listed in the order in which they display on the report. 
	List of the report fields displays

	8. Select the Elig Next Increase Date link to read a description of information that displays in that field.
	Eligible for Next Increase Date description displays

	9. Click Back on the Web browser to return to the report description.
	Salary Increase/Probation End Date - Report Description topic displays

	10. Scroll to the bottom of the report description and select the Sort Order link.
	A pop-up displays the order in which the fields are sorted on the report

	11. Click the pop-up again.
	The Sort Order pop-up disappears




SEMA4 Help Index
The index function is much like the index of a book, but searchable by key words.
Search for information in SEMA4 Help:
	ACTION
	RESULT

	1. In the navigation pane, select the Index tab.
	A searchable index displays in the navigation pane

	2. In the search dialog box, enter earnings.You may enter an entire word, a phrase or a just a few letters of a word.
	The term earnings displays highlighted in the index

	3. Click earnings.
· If only one topic relates to the term entered, clicking the term will display the topic page.
	A pop-up displays a list of topics  related to the term

	4. Select Paycheck Earnings - Page Overview.
	Paycheck Earnings – Page Overview topic displays

	5. 
To see step-by-step instructions, click the Steps  button. Do not exit this page.
	View Pay check Data for an Employee – Steps topic displays


Glossary
SEMA4 has a glossary of definitions for the terms used in SEMA4. 
Look up definitions for the terms business unit and action:
	ACTION
	RESULT

	1. Select the Contents tab.
	SEMA4 Contents displays

	2. Select Glossary. (You may need to wait a moment for the glossary pages to load completely.)
	Glossary displays

	3. Click B. 
· Select the first letter of the term you are looking up.
	Alphabetical list of terms beginning with the letter B displays

	4. Select the business unit link.
· Click the pop-up again to close it.
	A pop-up displays the definition for business unit

	5. Click Back on your browser.
	Glossary alphabet displays

	6. Select the action (code) link
	A pop-up displays the definition for action (code)

	7. Close SEMA4 Help and sign out of SEMA4.
	


This concludes the Walk-Through.
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	Communications, Resources and Agency Contacts
Additional help resources include the SEMA4 mailing lists and the information   available on the MMB Web site.




SEMA4 Mailing Lists
Messages about SEMA4 are distributed by email to subscribers to the SEMA4_Payroll and SEMA4_HR mailing lists. For example:
· Bulletins or memos regarding human resources and payroll processing
· Announcements of system changes, enhancements and fixes, and new reports
· System schedule changes due to holidays
· Reminders of upcoming deadlines, such as at fiscal year end
The SEMA4_Payroll list is for payroll communications and the SEMA4_HR list is for human resources communications. Some messages are sent to both lists. Anyone can "subscribe" to join a list or "unsubscribe" to leave a list.
[bookmark: Subscribe_Unsubscribe_to_mailing_lists__]To subscribe to the mailing list, at your convenience, open a new browser session and complete these steps for each list you want to join.
	ACTION
	RESULT

	1. Go to https://mn.gov/mmb/accounting/payroll/email-list/ 
	Mailing lists display

	2. In the list of Mailing Lists that displays, scroll down and select either:
· SEMA4 HR 
or
· SEMA4 Payroll
(If you choose to, you can subscribe to both lists.)
	SEMA4 HR List or SEMA4 Payroll List displays

	3. Enter your email address, your name, and make up a password. Re-enter the password.
· The password allows you to view archived HR messages and view or change your membership information.
	blank

	4. 
Click the Subscribe button.
	SEMA4_HR Subscription results or SEMA4_Payroll Subscription results display

	5. When you receive a confirmation notice via email, open the message, click Reply, and click Send.
· If you do not send a reply, you will not be subscribed.
	You should receive a message indicating that the confirmation succeeded


For more information, including how to unsubscribe, access SEMA4 Help, click the Index tab, type mailing lists, select mailing lists, and select Subscribe/Unsubscribe to mailing lists – Steps.
Minnesota Management & Budget Web Site
Check out pages on the Minnesota Management & Budget Web site for SEMA4-related resources: https://mn.gov/mmb/
From the MMB Home page, on the Main Menu options that displays in the dark gray area across the top just under the logo, click ACCOUNTING and then SEMA4. The SEMA4 landing page will display:

[image: SEMA4 landing page on MMB web site]

You will find the following among the SEMA4 menu items display: 
	SEMA4 Menu item
	Information

	Bulletins 
	Messages that pertinent to SEMA4 processing. Both Payroll and HR bulletins can be accessed from here. 

	Contacts 
	A list of Statewide Payroll Services contacts to help agency staff with payroll questions and a list of SEMA4 HR contacts and Account Assignments.

	Email Lists (Mailman)
	SEMA4 HR and SEMA4 Payroll email lists offering subscribers the opportunity to receive memos, announcements, reminders and schedule changes regarding human resources and payroll processing.

	Forms 
	Again, both Payroll and HR forms are available.

	Payroll
	Takes the user to the Payroll landing page and the list of payroll specific resources available there which include, payroll calculators and payroll calendars. 

	Reference Documents
	Other miscellaneous SEMA4 resources

	Security Admin & Policies
	SEMA4 security administration information and forms

	SEGIP
	Takes the user to the web site of the State Employee Group Insurance Program

	Self Service
	Takes the user to the Self Service login page

	Self Service Information
	Provides employees with assistance and step by step instructions for accessing, navigating and completing tasks in Self Service.

	SEMA4 Help
	SEMA4 Help

	Training 
	SEMA4 training resources, course list, prerequisites, registration information and recorded Web seminars on various topics.


Now that you are familiar with the type of SEMA4-related information available on the Minnesota Management & Budget Web site, answer the following questions.
	Review Question
	Your Answer

	What is the date and subject of the latest three SEMA4 payroll bulletins?
		
	

	Who is the secondary payroll contact for mass time entry?
	blank

	What day of the week is the Independence Day holiday in next year’s calendar?
	blank


Agency Business Function Contacts
The SEMA4 contact pages are used by agencies to list the primary and backup contacts responsible for SEMA4 business functions within the agency, such as benefits, business expenses, labor distribution, payroll, or human resources. 
The contact pages, Contacts by Business Unit, Contacts by Department, and Contacts by Employee, contain similar information that can be viewed by SEMA4 users in all state agencies and staff in Minnesota Management & Budget. Also, employees can view their agency contacts from their Self Service home page.
There are three paths that can be used to update and view contact information. Choose one of the following:
· Payroll > Contacts 
· Workforce Administration > Job Information 
· Benefits > Contacts 
Next, select the desired contact page:
· Contacts by Business Unit
· Contacts by Department
· Contacts by Employee
Each contact’s work telephone and email address are critical pieces of information that fill in from the contact’s job data. They must be maintained for the benefit of all SEMA4 users and agency staff.


	
[image: ]
	Update and Look Up Agency Contacts
During this walk-through you will update and view agency contact information.




Part 1
Complete the following steps to update the direct deposit contact for agency B21 and payroll processing unit 0000001 - Employee Payroll.  
Employee job records are assigned to a payroll processing unit. An agency may have one or several payroll processing units. 
	ACTION
	RESULT

	1. Sign into the SEMA4 User Training database if you are not currently signed in.
	blank

	2. Select Payroll > Contacts > Contacts by Business Unit.
	Contacts by Business Unit search page displays

	3. In the SetID field, enter the set ID for the contact you need. For this example, enter B21MN and click the Search [image: ] button.
	A list displays

	4. Select Employee Payroll.
	Contacts by Business Unit page displays


In the next step you will view contact information for a specific update the contact by entering an employee ID. The same name may display. 
	FIELD NAME & DESCRIPTION
	FIELD DATA

	1. 
Navigate through the contact information using the row number information and access  buttons and links
	

	2. Who is the direct deposit contact? 
What is his phone number?
	Peter Hammil
651.555.1212

	3. Who is the garnishments contact?
 Is there a fax number where documents can be sent?
	Dustin Phelps
Yes, there is a fax number listed

	3. Click [image: ].
	blank





Part 2 
Complete the following steps to look up the workers compensation contact for a department ID within an agency. This time use the Workforce Administration menu.
	ACTION
	RESULT

	1. On the Menu, select Workforce Administration > Job Information > Contacts by Department. (You may need to use the scroll bar on the right side of the Menu.)
	Contacts by Department search page displays

	2. In the Department field, enter the department ID to be updated. Enter B21T2 _ _ (substitute your two-digit code for the blanks) and click the Search [image: ] button.
	A list displays

	3. Select Workr Comp.
	Contacts by Department page displays

	4. Who is the workers compensation contact for this department?  What is the contact’s phone number?
	
	Justin Case,  218/555-1212


Part 3
Complete the following steps to add a contact for insurance as a backup. This time you will use the Benefits menu. 
	ACTION
	RESULT

	1. On the Menu, select Benefits > Contacts > Contacts by Business Unit. (You may need to use the scroll bar on the right side of the Menu.)
	Contacts by Business Unit search page displays

	2. In the SetID field, enter the set ID for the agency. For this example enter B21MN and click the Search [image: ] button.
	A list displays

	3. Select Employee Payroll.
	Contacts by Business Unit page displays

	FIELD NAME & DESCRIPTION
	FIELD DATA

	1. Insert a new row by clicking the Add a row [image: Add a row button] button.
	A blank row displays

	2. In the Contact ID field, enter the employee ID for the new contact.
	008472_ _ (substitute your two-digit code for the blanks) and tab out of the field.

	3. 
In the Contact Rcd# field, click the Look Up [image: Look up button] button and the Look Up  button. Next, select the correct employment record number.
	0

	4. In the Contact Type field, click the combo box arrow [image: Combo box arrow button] button. Select the business function.
	Insurance

	5. Click the Backup? check box since this contact is the backup for this business function.
	A check mark √ displays

	6. In the unlabeled box, enter other useful information.
	No change

	7. Click the Save [image: ] button.
	blank


SEMA4 Help
For more information regarding SEMA4 contacts, access SEMA4 Help’s Index, type contacts, select contacts and select a topic.
	[image: Exercise picture]
	Use SEMA4 Help 
Exercise
During this exercise you will practice finding more information about tasks you will do on the job.



You may use these resources in completing this exercise:
· The step-by-step instructions in the walk-through
In the following blanks, write the names of the items you select in SEMA4 Help.
Access SEMA4 Help. Using the Glossary, find a term that you may use on the job, and look up its definition.
Term:	
Select Operating Policies and Procedures. Select an item from the list, and then select a policy and a procedure that you may need to refer to on the job.
Policy:	
Procedure:	

Select HR/Payroll Functions. Find a function that you will use on the job, and then select the Overview for that function.
Function:	
Scroll down toward the bottom of the Overview you selected. Find a process that you will do on the job.
Process:	
Read through the process you selected, and then select a task or set of step-by-step instructions. (In some cases, the tasks or steps are already displayed.)
Task or Steps:	
Scroll down to view the information.
Click SEMA4 Help Contents, to return to SEMA4 Help Contents.
Click Tips and Troubleshooting, then Troubleshooting. Select a troubleshooting topic you will use on the job.
Troubleshooting topic: 	
Click SEMA4 Help Contents to go back to the SEMA4 Help Contents page. Then click Reports Inventory. Click Report Descriptions. Select one of the lists of reports. Then select a report that you may use on the job.
Report Name: 	
Scroll down and review the report description.
To find out more about this report, click the Report Fields button. Select one of the fields listed, to view the field definition.
Field Name:	
Click Index, and look for a topic that may apply to your job.
Search topic:	
Read about the topic you selected.
Exit SEMA4 Help.
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	Review Questions
Review what you just learned, by answering the following questions.



1. What kinds of information can you expect to find in SEMA4 Help?
a. Processes.
b. Task Lists. 
c. Step-by-Step instructions.
d. Check Lists.
e. All of the above.
f. a, b, & c only.
2. If you're already viewing a particular page and you want to get help about that page, what should you do?
a. Press F1.
b. 
Click the Help link on the page bar.
c. Select New Window.
d. Select the Help [image: Help link picture] link and then use the index to search for the page name.
3. If you knew the term for which you needed help, what would be the best way to find it?
a. In the navigation pane, select Contents and click into each section, until you locate it.
b. In the topic pane select the Index tab and type the term.
c. In the navigation pane, select the Index tab and type the term.
d. Type the term in the address line on the browser.
4. Policies and procedures can be found in SEMA4 Help.
a. True
b. False
5. If you need to go back to the previous help page, what do you click?
a. Back button on the navigation pane.
b. Back button on your Web browser.
c. Click in the breadcrumbs.
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	Review Answers
Check your answers to the review questions.



1. What kinds of information can you expect to find in SEMA4 Help?
e. All of the above.
2. If you're already viewing a particular page and you want to get help about that page, what should you do?
b. 
Click the Help link on the page bar.
3. If you knew the term for which you needed help, what would be the best way to find it?
c. In the navigation pane, select the Index tab and type the term.
4. Policies and procedures can be found in SEMA4 Help.
a. True
5. If you need to go back to the previous help page, what do you click?
b. Back button on your Web browser.
Please continue to the next topic, Obtaining Standard Reports.
SEMA4 Overview	Using SEMA4 Help	80
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	Introduction
The SEMA4 database contains human resources, payroll, and benefits information about all state employees. SEMA4 also provides access to detailed information about positions, departments, compensation and benefit structures. Accessing this information using SEMA4 displays only one record at a time. Reports, on the other hand, show groups of records and provide summary information as well.



Reports are based on queries designed to retrieve information from records based on specific criteria. SEMA4 stores and retrieves data using key pieces of information, on which report queries can be created. For example: employee ID, position number, or department ID (to name a few). 
If reports weren't available, compiling information would be labor-intensive. Suppose a manager is working on the departmental budget and needs to know which vacant positions will likely be filled sometime during the next year. Projections need to include the salary and compensation costs associated with the positions to prepare a report providing this information:
· Locate all the positions in the specified department.
· Determine which of those positions are vacant.
· Check the position status. If it is on hold, exclude the position from the report.
· Compare dates in the Intend to Fill Date field with budget range dates.
· Check the Intend to Fill Amount field for probable salary information.
In a large department, this research might represent weeks of work. However, the Roster Staffing/Staffing Report retrieves and organizes this information for you.
Depending upon your security and job responsibilities, you may have access to a variety of report types and report delivery systems.
Types of Reports and Delivery Systems
There are three main types of reports available to you – and each type is characterized by its own unique delivery system and access process.
Standard Reports provide a snapshot of the database information at a given time. The data accessed for generating these reports comes directly from transactions entered in SEMA4.  These reports provide information about employees and positions. Each standard report has a scheduled run time. For example, some reports are run weekly, while others are run semi-annually or at month's end.  Standard reports are accessed or delivered through DocumentDirect or InfoPac and are sometimes referred to as eReports.  Standard reports are designed and maintained by Minnesota Management & Budget and the following generalizations can be made about them:
· 
You view or print these standard reports using DocumentDirect reporting and viewing software or TN3270 InfoPac Report Distribution system.
· They have predetermined run times designated by Minnesota Management & Budget.
· They always appear in the same standard format.
· Information is restricted based on your security. For example, reports will contain information from the same department IDs and data that you can access in SEMA4.
SEMA4 On-Demand Reports, like standard reports, have a defined format and a defined list of fields. But, unlike standard reports, SEMA4 On-Demand Reports allow the user to enter certain reporting criteria, and these reports can be produced whenever the user chooses. SEMA4 On-Demand reports are real time reports (also known as queries) accessed from the SEMA4 menus. You must be successfully logged into SEMA4 in order to access these reports which are available on the On-Demand Reports menu in SEMA4. The following generalizations can be made about SEMA4 On-Demand Reports:
· Reports are available to view online or print.
· Must be successfully logged in to SEMA4 to access the menu of On-Demand Reports.
· On-Demand reports can be run at any point in time.
· They are based on specific criteria or parameters entered when the report is requested. 
· On-Demand Reports have a standard format
· Information is restricted based on your security. For example, reports will contain information from the same department IDs and data that you can access in SEMA4. 
Warehouse Reports are ad hoc reports designed by designated users in your agency using either the IA Data Warehouse (for historical MAPS - Minnesota Accounting and Procurement System (the predecessor to SWIFT) information) or the SWIFT Data Warehouse. A data warehouse is a database used for reporting and analysis. It is a central repository of data created by integrating information from multiple sources. The warehouses available to SEMA4 users are copies of the transactional data from SEMA4 as well current and historical accounting and procurement data.
· SWIFT Data Warehouse
The SWIFT Data Warehouse is being implemented for state agency use as the various data subject areas are developed, tested and become ready for production. Agency users will use the Oracle Business Intelligence Enterprise Edition (OBIEE) query and reporting tool to gather, analyze, and present financial and human resources data in a variety of formats including reports, charts, and dashboards. A number of Crystal Reports are available to agencies as an interim reporting solution until all SWIFT data is available through OBIEE, the SWIFT Data Warehouse query and reporting tool. Additional reports will be added as they become available. Eventually, the SWIFT Data Warehouse will be updated daily with information from SEMA4 and SWIFT from fiscal year 2012 and forward.

The following categories of data are planned to be included in the SWIFT Data Warehouse:
· HCM - (Human Capital Management) - Human Resources and Payroll data from SEMA4 
· FSCM - (Financial and Supply Chain Management) - includes the State of Minnesota's financial and procurement records from SWIFT (from Fiscal Year 2012 forward.)
For additional information regarding the SWIFT Data Warehouse, go to: 
https://mn.gov/mmb/accounting/swift/reporting/ia-data-warehouse/ 
· Information Access Data Warehouse
Following the close of fiscal year 2011, the Information Access Data Warehouse will no longer be updated with accounting or procurement data.  However, the IA Warehouse will continue to be available for reporting with MAPS (Minnesota Accounting and Procurement System, the predecessor to SWIFT) historical data including data which includes FY 2011 information and previous years, with some tables dating back to 1995. Some SEMA4 information that includes chart of accounts information will no longer be updated – but other non-financial SEMA4 data will continue to be updated through June 2013.
Viewing and Printing Reports
DocumentDirect/InfoPac/eReports
In DocumentDirect, most SEMA4 report IDs begin with HP (examples: HP6151, HP6194).  When the selected report displays, its report ID begins with FIHR (example: FIHR6151) or PDHR (example: PDHR6194). 
These reports can be viewed in two ways:
· DocumentDirect reporting/viewing software
(Windows or Internet versions)
· TN3270 Mainframe interface
Contact your security administrator if you need access to SEMA4 DocumentDirect/InfoPac/eReports.
SEMA4 On-Demand Reports
Several payroll and HR reports can be viewed or printed by using the SEMA4 On-Demand report feature. 
Contact your security administrator if you need access to SEMA4 On-Demand Reports.

Security and Reporting
SEMA4 user security affects all SEMA4 reports. (Security has two components: functional access and department access.) This means that reports will only contain information from the department IDs that requestors’ security clearance allows them to access. Similarly, if one of the position reports is requested by someone without access to view position information, the report will be blank.
When requesting SEMA4 report access:
· Be certain that the requestor has a User ID and SEMA4 access.
· Verify that the requestor has adequate department level access. (Does the report need to include data from the entire agency? Then the requestor needs agency level access.)
· Verify that the requestor has the appropriate functional (or page) access for the report requested.
SEMA4 Help
You can get a list of SEMA4 reports, report descriptions, and definitions of report fields, by accessing SEMA4 Help and selecting Reports Inventory. (You did that in the topic Using SEMA4 Help.)
If you have DocumentDirect on your PC, continue with the walk-through and exercises in this section. If you are not sure, check with your Network Administrator. If you do not have DocumentDirect on your PC, go to page 91. After you have completed this learning guide, consult with your supervisor regarding the reporting skills you will need to complete your job tasks.
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	Access a standard report using DocumentDirect (Windows version)
In this walk-through, you will access the report Pending Future Actions for Positions using DocumentDirect.




Follow these steps to access a standard report using DocumentDirect (Windows version)
	ACTION
	RESULT

	1. Open DocumentDirect.
· Depending on your setup, the steps may be slightly different.
· Start, Programs, DocumentDirect 2.X, DocumentDirect 2.X.
	DocumentDirect window displays

	2. Select File, Document Explorer.
	List of computer drives available to you displays

	3. Double-click TCP or TCPIP.
	A pop-up displays requesting your recipient ID and password

	[image: ]
	blank

	4. In the Attach to Server dialog box, type your Recipient ID and Password and click OK.
· Enter Recipient ID SPTRG01, Password starstar
· When in Production, your Recipient ID and Password are the same as your SEMA4 User ID and Password.
	A list of sub categories displays

	5. Double-click Report.
At your workstation, you may see more reports. What you see depends on your security profile.
You may also have access to different versions and sections. Check with your agency staff to determine the details of the reports you’ll be using.
	A list of reports displays

	6. Double-click report HP6121T, Count of State Employees by Goal Unit.
	The Count of State Employees by Goal Unit report displays

	7. Click the Maximize [image: maximize button] button to expand the report.
	Report display fills the computer monitor. You are viewing the upper left hand corner of the report’s first page.

	8. Review the report.
· It shows the total number of employees by Affirmative Action Goal Unit. For each agency, the number of women, minority and disabled employees displays.
	The processing has been completed; now you're viewing the results.


Complete the following steps to navigate the report:
	ACTION
	RESULT

	1. Use the horizontal and vertical scroll bars to view all the information on the page.
	Viewing window shifts down displaying different areas of the page

	2. Click the Next page [image: Next page or page down button] button to view the next page.
	Page 2 of the report displays

	3. 
Click the Previous page  button to view the previous page.
	Page 1 of the report displays again


Find specific information within the report:
	ACTION
	RESULT

	1. Click the Find [image: find button] button.
	Find dialog box displays

	2. Type Zoo in the Find What field, select Down, and click the Find button.
	Cursor moves to the first occurrence of Zoo, in this case, the Zoological Gardens Bd.


Customize the report view:
	ACTION
	RESULT

	1. Select View, Font.
	Font dialog box displays

	2. Change the font to Consolas, Regular, and 9 point type, and then click the OK button.
· You will be able to view more of the report contents without scrolling.
· You may wish to customize to optimize your printed report.
	The report  resizes


You can use DocumentDirect’s Preferences feature to customize the software for your situation. Find this feature under Options on the Menu Bar.

Print the report:
	ACTION
	RESULT

	1. Select File, Print. 
[image: Print Option box picture]
· If your printer defaults to portrait, select Setup to change the orientation to landscape.
· On this menu, you can type the page numbers you want to print. 
For this course, do not print any pages.
	Print dialog box displays

	2. Click the Cancel button to close the Print dialog box.
	Print dialog box closes

	3. Click the Exit [image: Document Direct Exit button] button, to exit DocumentDirect.
	DocumentDirect closes


Continue to the exercise on the next page to learn more about viewing reports with DocumentDirect.
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	View a Report
Exercise
Different users will use different reports on the job. In this exercise you'll learn more about DocumentDirect by viewing the Vacant Positions by Processing Unit and Job Title report.



Resources
You may use these resources in completing this exercise:
· The step-by-step instructions in the walk-through
· SEMA4 Help
Follow the steps to open the Vacant Positions by Processing Unit and Job Title report: 
	ACTION
	RESULT

	1. Open DocumentDirect.
	DocumentDirect window displays

	2. Select File, Document Explorer.
	List of computer drives available to you displays

	3. Double-click TCP, TCPIP or INFOPAC.
	A pop-up displays requesting your recipient ID and password

	4. In the Attach to Server dialog box, type your Recipient ID SPTRG01 and Password starstar and click the OK button.
	Sub-categories display: Topic and Report

	5. Double-click Report.
	List of reports displays

	6. Double-click HP6195T, Vacant Positions by Proc Unit and Job Title. 
· This is an example of a report divided into sections.
· The first page is a title page; the second page is blank; the third page displays data.
	Report appears, displaying a blank page

	7. Click the Maximize [image: maximize button] button to expand the report.

	Report display fills the computer monitor. You are viewing the upper left-hand corner of report’s title page.

	8. Click the Next page [image: Next page or page down button] button to view other sections and pages of the report.
TIP	Depending on how your PC is set up, you may need to customize your view.
· Maximize your screen display
· Change the font
· Enlarge or reduce the report
	New report sections and pages display

	9. Using the Find [image: find button] button, locate an Accounting Officer position.
	You will find Accounting Officer

	10. Click the Find Next [image: find next button] button to locate the next occurrences of the term.
	You will jump to these positions in the report

	11. Find position number 01062163.
· If you are at the bottom of the report, you must select Up or you may see an error message.
	A position with the Department of Agriculture displays

	12. To open another report, click the Document Explorer [image: document explorer button] button.
	Document Explorer window displays

	13. Double-click TCP, TCPIP or INFOPAC, and then double-click Report.
	A list of reports displays

	14. Double-click report HP6121T, Count of State Employees by Goal Unit.
· Using DocumentDirect, you have the option of displaying two reports at the same time.
	Another report displays

	15. Click the Exit [image: Exit button] button to exit DocumentDirect.
	DocumentDirect closes
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	Using DocumentDirect (Internet version)
So far you have been using the Windows version of DocumentDirect. An Internet version is also available. Technical requirements must be met before a workstation can use DocumentDirect for the Internet successfully. Agency technical staff should help with any setup.



DocumentDirect/InfoPac/eReports are managed by MN.IT Services. If you are interested in training or have questions, you should contact MN.IT service desk at 651-201-1118 or by e-mailing them at MNIT.Receptioncentral@state.mn.us .
DocumentDirect for the Internet can be accessed in two ways:
· Access it in SEMA4 (On-Demand Reports > Standard Report Viewer > DocumentDirect.)  All SEMA4 users have access to this path; however, only reports for which you have security clearance are listed. 
or
· Access it at the Web address https://ddi.itg.state.mn.us/ddrint/servlet/ddrintee if your workstation meets the technical requirements for DocumentDirect for the Internet, including the appropriate JAVA version and plugin.
More information is available on the Document Direct/InfoPac page on the MMB Web site at https://mn.gov/mmb/accounting/sema4/software-information/  
How to Request Access to Reports
Descriptions of reports are in the Reports Inventory section of SEMA4 Help.
To request access to standard reports, complete a Request For Access to DocumentDirect On-Line Reports form, available from the HR or payroll contact in your agency, or online at https://www.mn.gov/mmb/assets/DocDirect-access%5B1%5D_tcm1059-127228.pdf .  
Contact your agency technical staff if:
· You need to have DocumentDirect (Windows version) installed on your PC. This software is distributed through MN.IT Services.
· You need technical updates installed on your workstation so you can use DocumentDirect (Internet version).

SEMA4 On-Demand Reports
Standard reports are snapshots of the SEMA4 database at a point in time. SEMA4 On-Demand Reports, on the other hand, offer “real-time” reports. 
If your SEMA4 security profile includes any of the HR components, you have access to the Human Resources on-demand reports.  The following list includes examples of HR on-demand reports. Check SEMA4 Help for the current listing.
· Hay Evaluations (Alphabetized)
· Hay Evaluations (Total Hay Points)
· Layoff Expiration
· Seasonal Layoff/Recall
· Visa Permit Data
If your SEMA4 security profile includes any of the Payroll components, you have access to the Payroll on-demand reports.  Payroll reports are listed in report number order. The following list includes examples of payroll on-demand reports. Check SEMA4 Help for the current listing.
· FIHU0400 BE Outstanding Adv
· FIHU0401 BE Earnings Data
· FIHU0604 Daily Time Tracking
· FIHU0608 SelfSrvc Time Comments
· FIHU0609 SelfSrvc Time EE ONLY
· FIHU0610 SelfSrvc Time DEPT ONLY
· FIHU0612 SelfSrvc Labor EE ONLY
· FIHU0614 SelfSrvc Labor Dept ONLY
· FIHU0615 SelfSrvc Mgr DEPTID
· FIHU0616 SelfSrvc Mgr AGENCY
· FIHU0618 SelfSrvDept-Download
· FIHU1418 Deduction Subset Use
· FIHU2400 W-2 Reprint 1995-2000
· FIHU2419 W-2 Reprint >=2001
· FIHU2807 EEs Receiving Checks
· FIHU2813 Ees W/O Dir Dep Rcd
· FIHU4409 Law Enforc Donation
· FIHU5801 EmpCntAgy PPU Dept
· FIHU5802 Empl Count Agy PPU
· FIHU5803 Wage Information
On the job, if you have security clearance to access the SEMA4 On-Demand Reports, you can run the reports using the instructions in SEMA4 Help. To find these instructions, go to the SEMA4 Help Contents page and select the following:
Reports Inventory > Processes, Tasks & Steps > Running/Viewing/Printing On-Demand Reports
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	Review Questions
Review what you learned by answering the following questions.



1. What software is available for you to view and print SEMA4 On-Demand Reports?
a. SEMA4
b. InfoPac
c. DocumentDirect
d. All of the above
2. Where is the quickest place for you to find a complete list of SEMA4 reports?
a. Minnesota Management & Budget Web site
b. Your agency HR/Payroll Department
c. SEMA4 Help
d. Opening DocumentDirect
3. When logging on to DocumentDirect, the software prompts you for your Recipient ID. Which of the following is this?
a. Your agency code
b. A special ID assigned to you for accessing reports
c. Your SEMA4 User ID
d. Your network logon ID
4. DocumentDirect and SEMA4 On-Demand Reports are the only sources of reports.
a. True
b. False
5. When using DocumentDirect, what does it indicate, if you open a report and view a blank page?
a. The current version of the report is not available yet.
b. The report is likely divided into sections and the first page is blank.
c. The system is down.
d. You selected the wrong report.


	[image: Review Answers picture]
	Review Answers
Check your answers to the review questions.



1. What software is available for you to view and print SEMA4 On-Demand Reports?
a. SEMA4
2. Where is the quickest place for you to find a complete list of SEMA4 reports?
c. SEMA4 Help
3. When logging on to DocumentDirect, the software prompts you for your Recipient ID. Which of the following is this?
c. Your SEMA4 User ID
4. DocumentDirect and SEMA4 On-Demand Reports are the only sources of reports.
b. False. Your Agency Power User can create custom reports for you to use also.
5. When using DocumentDirect, what does it indicate, if you open a report and view a blank page?
b. The report is likely divided into sections and the first page appears blank.
Continue to the next topic, Viewing Processing Schedules.
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	Introduction
By the end of this topic, you will be able to find out what happens on each day of the payroll cycle, and when to enter various payroll and human resources transactions.




Payroll Biweekly Processing Schedule
SEMA4 Help contains a Payroll Biweekly Processing Schedule, which displays the deadlines and events for each day in the payroll cycle.
Each payroll cycle has two weeks:  Payroll Processing Week and Payday Week.
· The Payroll Processing Week contains the Pay Period End (PPE) date
· The Payday Week contains Payday 
For example, the majority of mass time entry should be completed by the end of the day Wednesday of the Payroll Processing Week. The remainder must be completed by the end of the day Thursday of the Payroll Processing Week. This schedule may change in the future due to system requirements. If there are any permanent changes to the schedule you can view them in SEMA4 Help. 
The Payroll Biweekly Processing Schedule changes due to holidays. At the beginning of each quarter, Statewide Payroll Services will publish the changes. To find out about processing changes, be sure to subscribe to the either the SEMA4 HR or SEMA4 Payroll email lists.
When you view the Payroll Biweekly Processing Schedule in SEMA4 Help, at the bottom of the page you will see two links. These links will help you determine the deadlines for specific HR or Payroll transactions that may affect the result of payroll calculations.
When to Enter SEMA4 Human Resources Transactions - Reference
Because human resources transactions affect payroll, it is important to enter them at the appropriate time. This reference will help you determine when to enter HR transactions in SEMA4. If you have questions, please call SEMA4 HR Services.
General Rules
1. Whenever possible, enter transactions by Monday of the Payroll Processing Week. There is no restriction on entering transactions during the Payday Week. 
2. On payroll processing Friday, do not enter any transaction effective in the pay period being processed or a prior pay period, unless this reference says it’s okay.
3. Enter future effective-dated information at any time.
4. Some transactions must never be corrected or deleted. Before deleting a current or historical effective-dated row, consider the field values that will change. If the value of a field affecting pay calculation changes, complete the deletion no later than Monday before pay period end dates. Deleting rows after this date may adversely affect pay calculation for the employee.
5. Moving employees into a department without any active employees must be completed by the Monday before the pay period end date. Examples: hire, concurrent job, department ID change, position number change, transfer, movement.
When to Enter SEMA4 Payroll-Related Transactions - Reference
Because of the impact of payroll related transactions on employees' pay, it is important to enter them at the appropriate time. Use this reference to determine when to enter payroll-related transactions in SEMA4. For example, if you need to process an individual retroactive pay adjustment, enter the transaction before mass time entry is marked "Processed." If you have any questions about when to enter these payroll transactions, contact Statewide Payroll Services.
General Rules
1. Entry deadlines are for on-cycle processing only.
2. There is no restriction on entering transactions during the Payday Week.
3. Enter information effective-dated in a future pay period at any time.
	[image: ]
	Review the Payroll Biweekly Processing Schedule
In this walk-through, you will find out what happens on each day of the two-week payroll processing cycle.




View the Payroll Biweekly Processing Schedule in SEMA4 Help:
	ACTION
	RESULT

	1. Access the SEMA4 Database Selection page. (www.sema4.state.mn.us)
	SEMA4 Database Selection page displays

	2. Click the SEMA4 Help button.
	The SEMA4 Help Contents window displays

	3. Select the HR/Payroll Functions link.
	HR/Payroll Functions page displays

	4. Select the Mass Time Entry link.
	Mass Time Entry – Contents page displays

	5. Select the Reference link.
	Mass Time Entry – Reference displays

	6. Select the Payroll Biweekly Processing Schedule link.
TIP
To print this topic, click the browser print button. Be sure to click in the topic pane before printing. 
	Payroll Biweekly Processing Schedule – Reference displays


	7. Scroll down and read the events of the Payroll Processing Week.
· Notice that mass time entry must be completed by the end of the day Thursday of the Payroll Processing Week.
	blank

	8. Continue scrolling and read the events of the Payday Week.
· Notice that labor distribution begins Monday of Payday Week and must be completed by noon on Friday.
	blank

	9. Scroll up to the top and display the following graphics:


	blank

	10. On the Payday Week, click the WED button.
	Items for Wednesday of Payday Week display

	11. Scroll up to the graphic again and practice clicking various days on the diagram.
	blank

	12. Scroll to the bottom and notice the two links:
· When to Enter SEMA4 Human Resources Transactions
· When to Enter SEMA4 Payroll Related Transactions
	blank

	13. Select the When to Enter SEMA4 Human Resources Transactions link.
	When to Enter SEMA4 Human Resources Transactions – Reference displays

	14. Scroll down to the list of transactions, select and read through several.
	Human resource transactions display information about SEMA4 data entry deadlines

	15. Click Back on your browser.
	Payroll Biweekly Processing Schedule – Reference displays

	16. Select the When to Enter SEMA4 Payroll Related Transactions link.
	The When to Enter SEMA4 Payroll Related Transactions – Reference displays

	17. Scroll to down to the list of transactions, select and read through several.
	Payroll transactions appear, displaying information about SEMA4 data entry deadlines

	18. Don't exit SEMA4 Help; you will use it in the next exercise.
	blank
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	Transaction Timing
Exercise 
Find and refer to the Processing Schedules in SEMA4 Help. Circle the answers to the questions.



1. What is Tuesday of the Payroll Processing Week?
a. Pay period end date.
b. Always the day after Monday holidays.
c. Day paychecks are mailed to employees.
d. Day labor distribution is due.
2. When is mass time entry available for payroll data entry?
a. It is always available, unless you are creating a new department.
b. Tuesday, the pay period end day.
c. Same day labor distribution begins.
d. Just as soon as you’ve completed adjustments to the prior pay period.
3. What is the last day tax changes and deductions can be entered for the current pay period?
a. Any day if you have a manager security profile.
b. Tuesday, pay period end day.
c. Thursday of the Payroll Processing Week.
d. Friday if you call Statewide Payroll Services first.
4. When can you enter a pay rate change, if the effective date is within the pay period being processed?
a. Monday before the pay period end day.
b. Monday before pay day Friday.
c. Tuesday, pay period end day.
d. Only a manager or supervisor can enter these.
5. Position Funding affects Labor Distribution. When should you enter any changes to Position Funding?
a. Because timing is important, only Payroll Services make these changes.
b. Noon on pay processing Friday.
c. Before the pay period end date.
d. Position funding does not affect Labor Distribution.
6. 
Do Direct Deposit transactions effective with the current pay period—start and change—have the same deadlines?
a. No, each may be different and the prenote process may have to be completed before the new information will take effect. 
b. Yes, any direct deposit transaction must be entered by the Payroll Processing Week Tuesday.
c. Yes, any future dated direct deposit transactions can be entered any time and current pay period transactions must be entered by noon on pay processing Friday.
d. No, starting and stopping have the same deadlines and changes have different deadlines.
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	Exercise Answers
Check your answers to the questions in the exercise.



1. What is Tuesday of the Payroll Processing Week?
a. Pay period end date.
2. When is mass time entry available for payroll data entry?
b. Tuesday, the pay period end day.
3. What is the last day tax change and deductions can be entered for the current pay period?
c. Thursday of the Payroll Processing Week.
4. When can you enter a pay rate change, if the effective date is within the pay period being processed?
a. Monday before the pay period end date.
5. Position Funding affects Labor Distribution. When should you enter any changes to Position Funding?
b. Noon on pay processing Friday.
6. Do Direct Deposit transactions effective with the current pay period—start and change—have the same deadlines?
c. Yes, any future dated direct deposit transactions can be entered any time and current pay period transactions must be entered by noon on pay processing Friday.
Exit SEMA4 Help and sign out.
Please continue to the Conclusion.
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Summary
In this guide, you learned how to access SEMA4, how to find employee records and paycheck information, and how to get SEM4 Help.
This guide included the following topics:
Accessing SEMA4
You learned how to sign in, access the SEMA4 Menu and navigation page, sign out, and change a password. You learned that the security profile controls the pages, department IDs, and page actions that you can access. You also found out whom to call for help.
Main Functions of SEMA4
You learned the main functions and advantages of SEMA4.
Finding Employee Records & Paychecks
You accessed an employee record and paycheck data and learned to move about through fields, pages, and records. You learned SEMA4 stores job data in effective-dated rows, and learned how to add a row and view current, historical, and future effective-dated rows of information.
Using SEMA4 Help
You learned how to access SEMA4 Help. In SEMA4 Help, you found policies and procedures, help about a specific field; and descriptions of reports.
Obtaining Reports
You learned about types of SEMA4 reports and how to access InfoPac reports using DocumentDirect. Remember, the Reports Inventory, in SEMA4 Help, describes each HR and Payroll report.
Viewing Processing Schedules
Using the Processing Schedules, you were able to answer questions about payroll deadlines and the timing of various HR and payroll processes.
Evaluation Form
Please complete the Evaluation form on the next page and return it to the instructor or SEMA4 Statewide Payroll Services.
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SEMA4 Overview
Your Name (Optional)		Date	
Instructor		Agency 	
Please check the box which best describes your understanding of each item.
	Evaluation Survey Table

	
	I fully understand
	I am slightly confused
	I do not understand
	Was not addressed

	Vocabulary
	blank
	blank
	blank
	blank

	Toolbar
	blank
	blank
	blank
	blank

	Page actions
	blank
	blank
	blank
	blank

	User ID & password
	blank
	blank
	blank
	blank

	Menu and navigation page
	blank
	blank
	blank
	blank

	Components and pages
	blank
	blank
	blank
	blank

	Favorites
	blank
	blank
	blank
	blank

	On-Demand report
	blank
	blank
	blank
	blank

	Payroll processing week
	blank
	blank
	blank
	blank

	Concepts
	blank
	blank
	blank
	blank

	Main functions of SEMA4
	blank
	blank
	blank
	blank

	Effective date (Current, History, Future)
	blank
	blank
	blank
	blank

	Update/Display, Include History, Correct History
	blank
	blank
	blank
	blank

	Processing Schedule
	blank
	blank
	blank
	blank

	Processes
	blank
	blank
	blank
	blank

	Sign in to SEMA4
	blank
	blank
	blank
	blank

	Access components and pages
	blank
	blank
	blank
	blank

	Use toolbar buttons
	blank
	blank
	blank
	blank

	View an employee record and paycheck information
	blank
	blank
	blank
	blank

	Move among effective-dated rows
	blank
	blank
	blank
	blank

	Accessing and using SEMA4 Help
	blank
	blank
	blank
	blank

	View standard reports
	blank
	blank
	blank
	blank



	In what three ways will you apply what you have learned in this guide?
	Thank you!  Please return this form to the instructor before you leave, or mail it to the address on the front page, or fax it to 651/296-8325.


· 
· 
· 
Comments—If necessary, use other side of paper.
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functionality or system updates;

should help in directing questions  Lists of frequently used SEMA4.
;‘::;:M processingschedule | .o appropriate staff member.  codes, elements and
miscellaneous schedules are
included.
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