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



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

Training Guide

AQ
W e Retrieving Job Code Information

F
Administra

Table of Contents

Retrieving Job Code INFOrmation............cooiiiiiiiiiiieee s 1
Retrieving Job Code INformation OVEINVIEW ...........ccccccviiiiieieiicie s 1
Retrieving JOb Code INTOrMAatiON..........couiiiiiiiiieieeee e 1

Page iii



o Training Guide
Adminisoaieerces Retrieving Job Code Information

Retrieving Job Code Information

Retrieving Job Code Information Overview

NIS includes classification and compensation information, similar to what is currently found in
written form in the Classification and Compensation Pay Plan distributed by DAS State
Personnel. View Job Code Descriptions, Pay Grades, EEO Job Categories, Overtime Exempt
status, etc. by accessing the Job Entry and Evaluation menu option and entering a specific Job
Code. This information is maintained centrally by DAS State Personnel and as updates to job
codes, descriptions, pay grades, etc. occurs, this information is updated in NIS as well.

Retrieving Job Code Information

Procedure

In this lesson you will learn how to retrieve job code information.

ORACLE _
EnterpriseOne Menu 2] | = ]} Weal 1
Open Applications
‘fou have no running applications, The EnterpriseCne Menu contains several links to the applications.

Open New Window These links will ahvays be atthe left of your screens, no matter what application you are using

‘rou tan also hide the menu when you need mare space for your work,

[> MIS State of Mebraska
[ Roles
[ Actions
[> Preferences
Done € Internet 100% v
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Step Action

1.

Click the NIS State of Nebraska link.
[MIS State of Mehrasks]|

Click the Human Resources/Payroll - Agencies link.

Human Resources/Payroll -
Boencies

Click the Inquiries & Reports link.

Click the HR/Payroll Inquiries link.

Click the Employee Inquiries link.

Click the Job Entry and Evaluation link.
tob Entry and Evaluation|

T

Job Entry and Evaluation - Work With Job Entry and Evaluation ]
Selct Find  Add  Copy Delste Cose Row Form  Tools

v @ + B 01 X B B &

Job Code [ [

No records found.

Overtime
Exempt Code | Group

Done € Internet H00% v
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Step Action

7. Enter the job code in the Job Code field.

If you do not know the job code use the Visual Assist tool.

[&]

ORACLE »

Job Entry and Evaluation - Work With Job Entry and Evaluation ]
Selct Find  Add  Copy Delste Cose Row Form  Tools

v @ + B 01 X B B &

Job Code [ [

No records found.

[rfa [ ]

Done € Internet H00% v

Step Action

8. After entering the job code click the Find button.

9. The job code will appear in the grid with specific information such as the Pay
Frequency, Pay Class, EEO Job, Pay Grade, etc.

10. To view additional information about the job code first select the job code by

clicking the check box in the grid.

=

11.
Click the Row button.

12.
Click the U.S. Leg./Reg. menu.
[ U5 LeniReq. |
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Step Action

13. The EEO Job Category Code is displayed.

ORACLE .
Job Entry and Evaluation - Job Entry U.S. LegislativeiRegulatory Data ]
OK  Cancel Tools
B X =B
Jab Code 405311
Description [BUvER]
EEO Job Cat ] @ PROFESSIONALS
Warker's Comp. NO WORKERS'COMP CODE
Suk Class NO SPECIAL CIRCUMSTANCE W CODE
Done & Internet H100% -

Step Action

14.
Click the Cancel button.
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Job Entry and Evaluation - Work With Job Entry and Evaluation @
Select Find  Add  Copy Delete Close Row  Form  Tooks
v & + B @ X H &
Job Code |9 |9
Records 1-1
posat |||
Overtime
Description Freq |Clss Exempt
AD5311 BUYER | B H B M 350 o1 A 1
< | >
Done € Internet 100% v
Step Action
15.
Click the Row button.
16.
Click the Job Category Codes menu.
[ Job Category Godes |
17. The Union Code, O*Net Code and Census Code are displayed.
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Job Entry and Evaluation - Category Codes Window @
0K Cance| Ipols
5]
‘Jﬂb Code [a05311 BUYER | |
Category 001 " Q Union Code |DD1 NAPEAFSCME
Category 002 Census Code 053 PURCHASING AGENTS, EXCE
Category 003 Categary 008
Category 004 Category 009
O"Net Cade 00 GENERAL DESCRIFTION  Category 010
Done € Internet 100% v

Step Action

18.
Click the Cancel button.
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Job Entry and Evaluation - Work With Job Entry and Evaluation @

Select Find  Add  Copy Delete Cose Row  Form  Iools

v & + B @0 X H &

Job Code |9 |9
Records 1-1
AD5311 |
overtime
Description Freq | Chss Exempt
ADG3T1 BUYER | B H B ) 350 01 A 1
< | >
Done € Internet 100% v

Step Action

19.
Click the Select button.
20. The Job Entry and Evaluation window appears displaying additional information

related to the job code.
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e

Job Entry and Evaluation - Job Entry and Evaluation @
O  Cancel Form Tools
8 X
Job Code * |AEI53H
Description * BUYER |
Pay Frequency |E BI-WEEKLY
Pay Class(H/S/F) H HOURLY
Pay GradeiStep [350 o1
Cwertime Exempt YN ,Ni
Barg Unit B ADMINISTRATIVE PROFESSIONAL BU
Benefit Graup ,7
50C Code [ia1023 PURCHASING AGENTS WEXCEFTIONS
Jaob Status ,7 ACTIVE
Status Change Reason li
Effective FromiThru |

Done € Internet 100% v

Step Action

21.
Click the Cancel button.
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ORACLE,
Job Entry and Evaluation - Work With Job Entry and Evaluation @

Select Find  Add  Copy Delete Cose Row  Form  Iools

v & + B @0 X H &

Job Code |9 |9
Records 1-1
AD5311 |
overtime
Description Freq | Chss Exempt
ADG3T1 BUYER | B H B ) 350 01 A 1
< | >
Done € Internet 100% v

22.

Click the Close button.

23.

You have successfully completed this lesson.
End of Procedure.
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