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Transferring an Employee to a New Agency - Transferring
Agency Overview

When an employee is transferred to another agency, the transferring agency must change the
Security Business Unit to a generic Security Business Unit so that the new agency can access the
employee's record to make the appropriate changes to complete the transfer. Please note: When
an employee is transferred, you must also transfer all of the employee's dependents and
beneficiaries so that the new agency can access the dependent/beneficiary records.

Note: Do not terminate the employee's benefits. This will be done by the receiving agency, if
needed.

Note: The agency's Authorized Security Agent should be notified to make appropriate changes to
Security and Batch Management. If this employee works in Procurement, ensure the appropriate
changes are made to Approval Routes.

Transferring an Employee to a New Agency - Transferring
Agency Lesson

Procedure

In this lesson you will learn the steps to take when an employee is transferring from your agency
to another agency.
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Enterpi

You have

Open Applications

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

© Sign Out

3 =
riseOne Menu Ci0 Welcome!

€ N running applications, The EnterpriseOne Menu contains several links to the applications.

[» Favori
[> Contel

Fast Path

@

I+ EnterpriseOne Menus

[ Mobile Sales Menus

[> Power User Tasks

[ State of Nebraska - TEST

You can also hide the menu when you need more space for your work.

ites
nt Development Tools

+ Roles
N999FU

NC

— Help

+ Actions

— My System Options

b Status

Work Center

[ Preferences

Dane

o Trusted sites dy v Hiow -

Step

Action

Click the State of Nebraska link.
State of Nebraskal

Click the Human Resources link.
Human Resources|

Click the Employee Maintenance link.
[Employee Maintenance]

Click the Employee Information link.
[Employee Information|

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.
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t

Employee Information - Work With Employee Information @
Select Find  Add Delete Close Generatelstters Row Tools
v @ + ki

Hoeme Company n @ Active Qan

Home Business Unit - O Terminated

Country Code -

No records found. Customize Grid (m]
[5605049] [ [ I

0 @ Emeloves Alpha Home Home Check Route  Security Employee
Ho Name Company Business unit Code Business Unit TaxID

|~
|

Dane & Trusted sites Jy v Hiow -

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 Employee menu.
|  Employee |
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Employee Information - Employee
OK Cance] Form Tools

X B B
Employee No.
Employee Tax 1D
N/A
Security Business Unit
Home Company *
Check Route Code
Pay Fregquency *

Pay Status
Employee Benefit Status

Benefit Group

Original Hire Date
Leave Begin Date
Expected Recall Date
Date Pay Starts

Data Protection Standards

N/A
N/A

Dane

@
5695949 KENT, CLARK 8 -
999010002
[ 5650050000] ©  DASMATERIEL DIVISION
10000 STATE GENERAL FUND
6500150100 635001 ST CAPITGL
B BI-WEEKLY
0 ACTIVE
A ACTIVE
NAPE-B NAPE/AFSCME-BIWEEKLY Adi. Service Date 03/08/2010
08/17/2009 Last Start Date 02/08/2010
Leave End Date
Termination Date
03/08/2010 Date Pay Stops
Upon Termination
s
Country of Employment
Country us UNITED STATES
[ « Trusted sites S5 v Hioow <

Step Action

10.

Change the Security Business Unit field to "S001234567".

11. Note: The S (S 00 1234567) represents and distinguishes this business unit from all

others, and tells you right away it is an HR SBU.

The 00 (S 00 1234567) indicates no specific agency assignment.

The 1234567 (S 00 1234567) makes it easy to enter the last seven digits of the
number without counting zeros.

12. Click the OK button.

13. Enter the effective date in the Effective On field and the change reason code in the

Change Reason field. Use the Visual Assist tool if necessary to locate the
appropriate change reason code.
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Change Reason @ 2
0K Cance| Tools
=]
Effective On 07/06/2010
Change Reason DUY\ Q.
Dane o Trusted sites dy v Hioow -

Step Action

14. Click the OK button.

CLE’ JD EDWARDS ENTERPRISEONE

Employee Infermation - Work With Empleyee Information
Select Fnd  Add  Delete Close Generateletters Row  Tools
v & + 0 X @ =
Home Company n @ Active Qan
Home Business Unit - O Terminated
Country Code =
Records 1-1 Customize Grid (m]
5605049 [ [ I
Employee Alpha Home Home Check Route  Security Employee
Ho Hame Company Business Unit Code Business Unit TaxID
5695949 KENT, CLARK 5 10000 65050008 6500150100 5650050000 999010002
< | 2l
Dane [ « Trusted sites dy v Hiow -
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Step Action

15. Click the Close button.

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

Transfer Dependent-Beneficiary to New Agency - Transferring

Agency Lesson

Procedure

In this lesson you will learn the steps to take to transfer a dpendent/beneficiary to a new agency

when one of your employees is transferring from your agency to another.

ORACI—E. JD EDWARDS ENTERPRISEONE

HUNT, ETHAN [JPY900]

© Sign Out

EnterpriseOne Menu =0

[ Favorites

I» Content Development Tools
I EnterpriseOne Menus

I> Mobile Sales Menus

[» Power User Tasks

[ State of Nebraska - TEST

+ Roles
NI99FUNC

+ Actions

— Help

— by System Options
Work Center

alus

I Preferences

Welcome!
Open Applications
You have na running applications The EnterpriseOne Menu contains several links to the applications.
Open New Window These links will always be atthe left of your screens, no matter what application you are using.
You can also hide the menu when you need more space for your work.
Fast Path
L]

Done ' Trusted sites

i~

H100% -

Step Action

1. Click the State of Nebraska link.
[State of Nebraska]

2. Click the Human Resources link.
Human Resources|
3. Click the Benefits Administration link.

[Benefits Administration|
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Step

Action

4.

Click the Attach Dependent/Beneficiary to Plan link.
|sttach Dependent/Beneficiary to Plan|

ORACI—E' JD EDWARDS ENTERPRISEONE

Attach Dependent/Beneficiary to Plan - Work with Employees @
Select Find Close Tools
v @
Employee |dentificatian ’ii
Plan ID |
Effective Date ]
No records found. Customize Grig () [0
\
[ + Trusted sites dy v Hiow -
Step Action
5. Enter the employee's address book number in the Employee Identification field in
the Header.
6. Click the Find button.
7. Click the Select button.
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ORACL €’ 1p EbwaRDS ENTERPRISEONE o EMS [j;ﬂ]
Attach Dependent/Beneficiary to Plan - Dependents/Beneficiaries By EE @
Work with Employ iaries By EE
Employee |dentification ’5,595343— KENT, CLARK S -
Flan D ’xi
Effective Date ’;7
Records 1-2 Customize Grid (]}
I ] —1
O amem™ | imantmenctoa Vomoer L bescrpton q
@] 5701615 KENT,LOIS 112233445 |s | spouse MEDO4sEB |2
5 5
Dane [ « Trusted sites dy v Hiow -
Step Action
8. Choose the dependent/beneficiary by clicking the check box next to the record.
Note: You may see the dependent/beneficiary listed more than once if they are
enrolled in more than one plan. If that is the case you only need to check one check
box for them.
9. Click the Row button.
10. Click the Dep/Ben Entry menu.

| Dep/Ben Entry |
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OK Cancel Form Tools
=]

General Information
Address Number

Gender

Date of Birth

Country Code

School Information
High School Graduate
Full Time Student

Other Information
Disability Flag
Date of Wedicare
Send Initial Letter (Y/N)
Related Employee

Employee Identification

Attach Dependent/Beneficiary to Plan - Dependent/Beneficiary Entry

5701615 KENT, LOIS
E @
02/07/1979

695949

?| 7? 0[]

Employed

School Attending

Date of Disability
Date of Death

Date of Notification

KENT, CLARK S

HUNT, ETHAN [JPY900]
© sign Out

[

Dane

[ « Trusted sites

S v Hiow -

Step

Action

11.

El

Click the Form button.

12.

Click the Dep/Ben Address menu.

| Dep/Ben Address |
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ORACLE HUNT, ETHAN [PY900]
JD EDWARDS ENTERPRISEONE os
Sign Out
Attach Dependent/Beneficiary to Plan - Address Book Revision @
OK  Cance] Form Tooks
X 0O &
Address Number 5701615
Select Tab:| 1-Address Book (v
Alpha Name * [KENT, LOIS
Long Address Number
TaxID 112233445
Search Type * Q DEPENDENT/BEMEFICIARY
Business Unit QU STATE OF NEBRASKA
Dane [ « Trusted sites 4y v Hioow -

Step Action

13. Enter "S001234567" into the Business Unit field.

14. The S (S 00 1234567) represents and distinguishes this business unit from all others,
and tells you right away it is an HR SBU.

The 00 (S 00 1234567) indicates no specific agency assignment.

The 1234567 (S 00 1234567) makes it easy to enter the last seven digits of the
number without counting zeros.

15. Click the OK button.
=
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JD EDWARDS ENTERPRISEONE

Attach Dependent/Beneficiary to Plan - Dependent/Beneficiary Entry
OK  Cance] Form Tooks
8 x =

General Information

Address Number 5701615 KENT, LOIS

Gender H Q

Date of Birth 02/07/1979

Country Code Usa

School Information

High School Graduate g Employed ¥

Full Time Student N School Attending
Other Information

Disability Flag N Date of Disability ]

Date of Medicare Date of Death

Send Initial Letter (Y/N) Date of Notification

Related Employee

I

Employee Identification 695049 KENT, CLARK S

[ « Trusted sites 45~

Dane

| Transferring an Employee to a New Agency -
Transferring Agency

Step

Action

16.

Click the OK button.

HUNT, ETHAN [

.
JD EDWARDS ENTERPRISEONE

Attach Dependent/Beneficiary to Plan - Dependents/Beneficiaries By EE ]
By EE

Work with Employ

OK  Find Delete Cancel Form Row Previous Next Took
8 @ X L] L3
Employee |dentification 5695949 KENT, CLARK § -
FlanID -
Effective Date -
Records 1-2 Customize Grid ol
@l . Dep.Ben. * Dependent/Beneficiary Tax 1D R* Plan 4
Address Hame Humber L Description D ¢
FOEEE . KENT, LOIS 112233445 5 SPOUSE WED04568 4
(ol
L 3

Dane [ « Trusted sites dy v Hiow -
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Step Action

17. You can repeat these steps if there are additional dependents/beneficiaries that need
to be transferred.

If you are finished click the Cancel button.

%]

ORACLE HUNT, ETHAN [JPY900]
JD EDWARDS ENTERPRISEONE os
Sign Out
Attach Dependent/Beneficiary to Plan - Work with Employees @
Select Find Close ook
"4
Employee Identification 5605040 KENT, CLARK S -
Plan 1D *
Effective Date .
Records 1-1 Customize Grid (m]
Address Employee Alpha
Humber TaxID WA Hame
@ 5695949 999010002 KENT, CLARK §
Dane [ + Trusted sites dy v Hiow -

Step Action

18. Click the Close button.

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