Adding, Changing, Inquiring on Employee Supplemental Data
Created on Thursday, June 25, 2009



COPYRIGHT & TRADEMARKS

Copyright © 2003, 2007, Oracle. All rights reserved. Powered by OnDemand Software.
Distributed by Oracle under license from Global Knowledge Software LLC. © 1998-2007. All
rights reserved.

The information contained in this document is subject to change without notice. If you find any
problems in the documentation, please report them to us in writing. This document is not
warranted to be error-free. Except as may be expressly permitted in your license agreement for
these Programs, no part of these Programs may be reproduced or transmitted in any form or by
any means, electronic or mechanical, for any purpose.

If this documentation is delivered to the United States Government or anyone using the
documentation on behalf of the United States Government, the following notice is applicable:

U.S. GOVERNMENT RIGHTS

The U.S. Government’s rights to use, modify, reproduce, release, perform, display, or disclose
these training materials are restricted by the terms of the applicable Oracle license agreement
and/or the applicable U.S. Government contract.

Oracle, JD Edwards, PeopleSoft, and Siebel are registered trademarks of Oracle Corporation
and/or its affiliates. Other names may be trademarks of their respective owners.

NIS Policies

The tasks in this documentation provide end users with the tools to enter data and collect data in
NIS. Itis the responsibility of the agencies to comply with State Statutes, Federal Rules and
Regulations, and State policies. For further information concerning State Statutes and policies,
please refer to both internal agency resources and the Department of Administrative Services
website: http://www.das.state.ne.us/.



http://www.das.state.ne.us/

Training Guide

-g? Adding, Changing, Inquiring on Employee Supplemental
Data
Table of Contents
Adding, Changing, Inquiring on Employee Supplemental Data............c..ccccccevvenennen. 1
Employee Supplemental Data OVEIrVIEW............cccoeiiiiiieiiiiee e 1
Adding, Changing, Inquiring on Employee Supplemental Data.............cccccceevviviiniieennns 1

Page iii



Training Guide
“’1", Adding, Changing, Inquiring on Employee Supplemental
Data

Adding, Changing, Inquiring on Employee Supplemental
Data

Employee Supplemental Data Overview

Supplemental data is information you want to track that is not already provided for by the system.
It can include detailed information about employees.

There are two formats for supplemental data; Narrative and Code. For narrative-format data
types, you enter free-form text. For code-format data types, you enter values in predefined fields.
When you enter values in code format, you can attach narrative information.

Adding, Changing, Inquiring on Employee Supplemental Data

Procedure

In this lesson you will learn how to inquire, add, and change employee supplemental data.

AL

EnterpriseOne Menu BEO
Open Applications
‘You have no running applications. The EnterpriseOne Menu contains several links to the applications.

Open New Window These links will always be atthe left of your screens, ne matter what application you are using.
You can also hide the menu when you need more space for your work.

Welcome!

[+ NIS State of Nebraska
[ Roles

[: Actions

(- Preferences

Done: € Internet H100% T
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Step Action

1.
Click the NIS State of Nebraska link.
[MIS State of Mebraska|

2.
Click the Human Resources/Payroll - Agencies link.
Human Resources/Payroll -
hgencies

3.
Click the Employee Maintenance link.
[Employee Maintenance]

4,

Click the Employee Information link.
Employee Informationl

5. First you will need to find the employee record. You can narrow your search by
using the fields in the QBE line. Specifically the Employee No field (the
employee's address book number), and the Alpha Name field.

e

Employee Information - Werk With Employee Information @
Scect Fpid  Add Delete Cse Generaiclefiers Row  ITook
v @ + b
Home Company B @ Active Can ‘
Home Business Unit - (o emre et
Country Code =

No records found.

4874566

Home Security
Business Unit Business Unit

Done € Irternet 100% v

Page 2




Training Guide

“fﬁ.m Adding, Changing, Inquiring on Employee Supplemental
Data
Step Action
6. After entering your search criteria in the QBE line click the Find button.
7. Choose the employee by clicking the check box next to their record.
8.
Click the Row button.
9.
Click the Supp. Data Entry menu.
[ Supp. Data Entry |
10. If the row has a Data Mode "N" it is used to attach narative information. If the
row has a Data Mode "C" it is used for code-format data types.
e
Employee Information - Work With Supplemental Data @
T EEXTE ®
Supplemental Database Code ,E— EMPLOYEE
‘Emp\oyee.ﬁddress Book Number |48?4BBE KENT, CLARK S
Records 1-10 Customize Grid @
® A NOTES N E
O AD TYPE OF WORK DESIRED c E
(@] Al HOW DID YOU LEARM ABOUT JOB? c E
(@) A2 DATE AVAILABLE FOR WORK C E
(@] A3 CITIES WHERE WILL WORK C E
O Ad INTERESTED IN SOS PROGRAMS? Cc E
O A5 ARE YOU AVETERAN? c E
(@] AB LEGALLY ABLE TO WORK IN US? c E
(@) AT CONVICTION OF LAW VIOLATION? C E
(@] A9 PREVIOUS EMPLOYEE OF STATE? C E
Done €D Irternet 100% v
Step Action
11. To update a row with a "C" Data Mode choose the row on the grid which you

want to enter data by clicking the radio button.
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Step Action

12.

Click the Select button.

e ——

Employee Information - General Description Entry

@
OK  Find Delte Cance] Row Tooks
B &
Supplemental Database Code ‘E Type Data AD Type of Work Desired
[Employee Address Book Number 4874668 [KENT, CLARK S
UDC Table TYPE OF WORK DESIRED Code Size 10
Records 1-1

Customize Grid =]

Not Using Not Using Hot Using

€ mmternet H100% v

Step

Action

13.

On the Employee Information — General Description Entry window, type the
appropriate values.

If you do not know which code to use you can use the Visual Assist tool.
[ Q
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Done:

Employee Information - General Description Entry
OK  Find Delte Cance] Row Tooks

B & 1 X

T ——

DmeE

Supplemental Database Code ‘E Type Data AD Type of Work Desired
[Employee Address Book Number 4874668 [KENT, CLARK S

UDC Table TYPE OF WORK DESIRED Code Size

10
Records 1-2

Customize Grid [lm]

Not Using Not Using

Hot Using

€ mternet

Step

F A0 v

14.

Action

After entering the code click the OK button.
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T

Employee Informaticn - Work With Supplemental Data @
Seect Fnd Copy Clbse Form Row Tools
v & B X B 2
Supplemental Database Code E EMPLOYEE
|Employee Address Boak Number 4874866 KENT, CLARK S
Records 1-10
(@] A NOTES N E
® A0 TYPE OF WORK DESIRED @ E
(@] Al HOW DID YOU LEARN ABOUT JOB? @ E
(@] A2 DATE AVAILABLE FOR WORK @ E
(@] A3 CITIES WHERE WILL WORK @ E
(@] Ad INTERESTED IN 508 PROGRAMS? @ E
(@] A5 ARE YOU AVETERAN? @ E
(@] 4B LEGALLY ABLE TO WORK IN US? @ E
(@] AT CONVICTION OF LAW VIOLATION? @ E
(@] A9 PREVIOUS EMPLOYEE OF STATE? @ E
Done € mmternet 100% v

Step Action

15.

To update a row with a "N" Data Mode choose the row on the grid which you
want to enter data by clicking the radio button.

16.

Click the Select button.
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S

Media Object Viewer

ave Cancel Test Fle URL OLE Templs Charac Del

Deiste
© W @ M B B O

0 ] € mternet 0%~

Step Action
17.
Click the Text button.
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S

Media Object Viewer
Save Cancel Text Fle URL OLE Templs Charac Delete
B X ¢ m © M b ® 0O
Last modifisd D8/18/2009 1427 55 by NISESVIK
Caurier New ~||[|10 ~|| B 7~ H’E == E|iZ £E| &%
Texti

€ mmternet

F A0 v

Step Action

18. Type the appropriate information in the text field.

Page 8



(!

Training Guide

] Adding, Changing, Inquiring on Employee Supplemental

Administrativi

Prvices

Data

S

Media Object Viewer
Save Cancel Text Fle URL OLE Templa Charac Delete

E X ¢ @B ©@ M B § o
|Cuur\erNew jwv BIH’E‘

Test text]

i
ol

1]
i
i
i
i
R+

Text1

Done € mmternet H100% v

Step Action

19.
Click the Save button.
20. If you need to make changes to any of the rows you can modify them by clicking

their radio button and clicking the Select button. You can then make the needed
updates.
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T ——

Employee Informaticn - Work With Supplemental Data @
Seect Fnd Copy Clbse Form Row Tools
v & B X B 2
Supplemental Database Code ,Ei EMPLOYEE
|Employee Address Boak Number 4874866 KENT, CLARK S
Records 1-10
Display
Sequence Description
[al| & A MOTES N E
(@] A0 TYPE OF WORK DESIRED @ E
(@] Al HOW DID YOU LEARN ABOUT JOB? @ E
(@] A2 DATE AVAILABLE FOR WORK @ E
(@ A3 CITIES WHERE WILL WORK Cc E
(@] Ad INTERESTED IN 508 PROGRAMS? @ E
(@] A5 ARE YOU AVETERAN? @ E
(@] 4B LEGALLY ABLE TO WORK IN US? @ E
(@] AT CONVICTION OF LAW VIOLATION? @ E
(@ A9 PREVIOUS EMPLOYEE OF STATE? Cc E
Done € mmternet 100% v

Step Action

21. When you are finished lick the Close button.
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T

Employee Information - Work With Employee Information ]
Select Find Add Delste Cose Generatslefters Row Took

v @ + @ X B #H B

Home Company o ‘ ® Active Oan ‘
Home Business Unit ’*7 © Terminated

Country Code n
Records 1 -1

4874668

Home

Security
Business Unit

Business Unit

Done:

€ mmternet H100% v

Step Action

22.
Click the Close button.

23. You have successfully completed this lesson.
End of Procedure.
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