[ Look Up Applicant for h
Hire / Rehire

Check Payroll & Financial Center
and Employee Work Center

Hiring an Em

Enter Hire Date

Ensure that you use the date the
employee started work
instead of the system default

(Look up Vacant Position)
in the Position field

Vacant Positions are tied to the
Supervisory Org

Y

date

Y

for every new hire

Assign Pay Group

E.g., Biweekly, Monthly
5 Day Lag, Monthly 10 Day Lag,
Monthly 15 Day Lag

Enter Employee’s
Personal Information

You must use primary address,
not additional address, for the

A

home address, else the
information will not be sent to

bloyee Flow Chart

( Assign Organization

(You must complete the |
Assignments

Job Profile field

Company is always State of

This field does not auto populate
Nebraska. Enter the Cost Center |

Y

(" —
Propose Compensation |

Use only the Salary Plans Row.
Ensure that the Frequency |
matches the compensation plan.

as some of the other fields do

Y

Y

(a.k.a., Home Business Unit) and
Security Business Unit

F6r a Rehired Employet
change the ID Number on
both the employee record
and the applicant record in
the EWC "

Enter Employee’s ID Edit Service Dates

Information
You need to enter the Company

Service Date; and calculate and

Enter the employee social k )
enter the Continuous Service

A

security number (else the %
process will not move forward)
and enter the information from

their I9 Form (if available)

Date for Rehires

or a classified position,
approval from Personnel &
Budget is required before the
next step
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Enter Employee’s Email | [ Enter Retirement/Leave Enter Employee’s Direct | Initiate Onboarding Review for Retro
Address : To Do Deposit Information Procedures Adjustments: Benefits
To Do To Do To Do Change
To Do

,.[the hire into the system after the

Only required if you are entering

)

Process Complete

A

Reminder that the direct deposit

Reminder to ensure that the
employee’s work email address
is entered into the EWC

actual hire date

information must be entered
before you run payroll.
Employee can enter their own
direct deposit information.

Reminder if your agency has any
onboarding procedures or
checklist

Reminder for when you are
hiring an employee and their
benefits need to be retro-
adjusted; this finalizes the

benefit event. ).

Information is fed over to the
Payroll & Financial Center from EWC
twice daily (6:45 am and 11:45 am) _



