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Enrolling an Employee in Zoo Membership Plan

Enrolling an Employee in Zoo Membership Plan Overview

Follow these work instructions to enroll an employee in a Zoo Membership plan. Zoo
memberships are known as a voluntary deduction. There is an annual membership drive to all
employees. The two Zoo memberships available include the Folsom Children’s Zoo in Lincoln
and the Henry Doorly Zoo in Omaha. Employees may choose various methods of payment for
their Zoo membership(s):

e Equally split over 24 biweekly pay periods
e Equally split over 12 monthly pay periods
o Full payment in one pay period
o Disbursed over a couple pay periods until full membership is paid
If needed, the existing amount deducted from the employee's paycheck can be changed.

Enrolling an Employee in Zoo Membership Lesson
Procedure

In this lesson you will learn how to enroll an employee in zoo membership.

ORACLE' TRAMNING ID#121 [JFY300]
JD EDWARDS ENTERPRISEONE =
© Sign Out
i =
EnterpriseOne Menu Elo Welcome!
Open Applications
‘You have no running applications, The EnterpriseOne Menu contains several links to the applications.
Open New Window These links will always be at the 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.

I» Favorites
[» State of Nebraska

[» Roles

[ Actions

&> Preferences

Done / Trusted sites /3 v Rioow -

Step Action

1. Click the State of Nebraska link.
State of Nebraskal
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Step Action
2. Click the Human Resources link.
Human Resources|
3. Click the Benefits Administration link.
[Benefits Administration|
4, Click the Terminate/Override Benefits link.
Terminate/Override Benefits|

ORACLE HUNT, ETHAN [PY900]
JD EDWARDS ENTERPRISEONE os
Sign Out
Terminate/Override Benefits - Enroliment Overrides @
OK Fnd Delete Cance] Row Form Tools
@ 0 X B O &
Employee Identification | Q
Status
Skip To Plan ID
Records 1-1 Customize Grid [m]
a Plan * Plan 1D Plan Plan Option Begin  Begin Status Begin End
D Description Option  Description Status  Description Date Status
o [ ] [ | [ I || .
< bd
Done ' Trusted sites G v ®00n -

Step Action
5. Enter the employee's address book number into the Employee Identification field.
6. Click the Find button.
7. Click in the Plan ID field of the first blank row in the grid.
[ 1]
8. Click the Visual Assist tool.
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ORACI—E- JD EDWARDS ENTERPRISEONE

Plan Search

HUNT, ETHAN [JFY300]

© Sign Out

@@
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de E C\nxse Tools
Search Description |i Effective Date ’7
Ho records found. Customize Grig [T O
[
Step Action
9. Click in the Description field (not the Search Description field).

10. Enter "*ZOO*" into the Description field.

Note: Use (all capital letters with asterisks before and after the word.
11. Click the Find button.
12. Select the appropriate Plan 1D by clicking the radio button next to it.
13. Click the Select button.
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Plan

ORACI—G' JD EDWARDS ENTERPRISEONE

Terminate/Override Benefits - Enroliment Overrides

ﬁdminlﬂrdl'ﬂgﬁ VROES

HUNT, ETHAN [JPY900]
© Sign Out

[

OK  Find Delete Cance] Row Form Took
@ =
Employee |dentificatian W HUNT, ETHAN -
Status 1
Skip To Plan ID [ OrastEnroliment
Records 1-16 Customize Grid 0
0O Il;lan & ;\:n D Plan Plan Option Begin  Begin Status Begin End
scription Option  Description Status  Description Date Status
[l DEN0213B DENTAL BIWEEKLY FAM FAMILY DENTAL BIWEEKLY .. ACT ACTIVE 06/08/2009 TRT
|| LEADDD1B STATE EE VACATION LEAVE-B... - ACT ACTIVE 09/04/2007
[l LEADDO2B RULES & REGS SICK LEAVE-B. - ACT ACTIVE 09/04/2007
|| LIF0034B OPTIONAL DEPENDENT LIFEB... LOF LOW OPTIONAL DEPTLIFE ... ACT ACTIVE 12/22/2008
[l LIFO036B BWEKLY ACC DEATH & DISMEM - ACT ACTIVE 121312007
|| LIFOD46B BASIC LIFE BWKLY - ACT ACTIVE 12/22/2008
[l MED04358 BCBS WELLNESS PPO HLTH FAM FAMILY WELLNESSPPOH.. ACT ACTIVE 06/08/2009 TRT
|| PARKO00S STATE PARKING (A'LOT) BW - ACT ACTIVE 09/20/2007
[l RET00001 STATE EMPLOYEE'S RETIREME. - ACT ACTIVE 01/0111964
|| WAIV FLX WAIVE FLEX MEDICAL SPENDI.. - ACT ACTIVE 12/22/2008
[l WAIVLTD ‘WAIVER - LONG TERM DISABILI - ACT ACTIVE 09/20/2007
|| WAV VIS WAIVER - VISION - ACT ACTIVE 09/20/2007
[l WAIVFLD ‘WAIVE FLEX DEPENDENT CAR. - ACT ACTIVE 09/20/2007
|| WAIVOLIF WAIVE OPTIONAL LIFE - ACT ACTIVE 09/20/2007
o a C I C Il C |
]
L] ¥
Dane [ « Trusted sites dy v Hiow -
Step Action

14.

Click in the Begin Status field.

15.

Enter "ACT" into the Begin Status field.

16.

Click in the Begin Date field.

L

17.

Enter the date the employee's Zoo deduction should begin into the Begin Date field.

Note: This will be the first day of the pay period in which the deduction should
occur. The DBA Begin Date will auto-populate with the same date entered in the
Begin Date field.

18.

Scroll to the right to the Participation Date field.
Click the scrollbar.

19.

Click in the Participation Date field.

20.

Enter the same date entered in the Begin Date field into the Participation
Date field.

21.

Click the OK button.
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OR ACI—E- HUNT, ETHAN [JFY300]
JD EDWARDS ENTERPRISEONE Osi
Sign Out
Terminate/Override Benefits - Change Amount or Rate o
0K Cancel Tooks
X B
Employee No. 4455871 HUNT, ETHAN
Plan ID MISC0007 OMAHA'S HENRY DOORLY 700
Override Amounts
Employee Payroll Ded DBA 6660 ZOOHENRYDOOR 5
Employer Paid Benefit DBA
Flex CostDBA
Flex Credit DBA
Done [ + Trusted sites dh v H00w -

Step Action

22. Enter a dollar amount into the ZOOHENRYDOOR field.

Note: The employee’s Zoo membership deduction will begin on the next payroll
period. Check your payroll register to be sure the employee’s deduction was taken

correctly.
23. Click the OK button.
24, You have successfully completed this lesson.

End of Procedure.
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