
 

 

Entering DBA Instructions for an Individual Employee

 



 

COPYRIGHT & TRADEMARKS 
Copyright © 1998, 2009, Oracle and/or its affiliates. All rights reserved. 

Oracle is a registered trademark of Oracle Corporation and/or its affiliates. Other names may be trademarks 
of their respective owners. 

This software and related documentation are provided under a license agreement containing restrictions on 
use and disclosure and are protected by intellectual property laws. Except as expressly permitted in your 
license agreement or allowed by law, you may not use, copy, reproduce, translate, broadcast, modify, 
license, transmit, distribute, exhibit, perform, publish or display any part, in any form, or by any means. 
Reverse engineering, disassembly, or decompilation of this software, unless required by law for 
interoperability, is prohibited. 

The information contained herein is subject to change without notice and is not warranted to be error-free. 
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Entering DBA Instructions for an Individual Employee 

Entering DBA Instructions for an Individual Employee Overview 
Enter DBA instructions at the employee level to define and maintain a DBA unique to individual 
employee deductions that are not associated with a plan. Following are the situations when DBA 
instructions should be used: 

 Retirement make-up when an Employee has been on military leave 
 Judges retirement when the judges stop participating in the plan 
 Zero one time overrides when a benefit needs to stop calculating for one or more pay 

periods 

The following are important to consider when changing DBA Instructions: 

 A DBA assigned at the employee level overrides DBA amounts or rates that are defined 
at the group or DBA setup level. Example: Enter DBA instructions for employee's 
retirement due to an employee absence, such as military duty. 

 DBAs entered in DBA instructions do not show up in reports that will be run by the 
Benefits Administration and sent to the insurance carriers. 

 DBA's entered in DBA instructions do not show up on the Confirmation Statement. 

After DBAs are assigned, the system calculates them during the payroll cycle in the following 
search sequence: 

 One-time DBA override in Time Entry 
 Employee DBA instructions 
 Group Plan DBAs 
 DBA setup 

Enter Retirement Make-up Contributions 
Procedure 
 
Deductions that cannot be attached to an employee via Enrollment with Eligibility are assigned 
using DBA Instructions. Example: retirement make-up deductions for an employee out on 
military duty for a period of time, comes back to state employment and wants to make up the 
retirement deductions not made while he/she was on military duty. The employee wants to make 
pay period deductions over a period of time until a certain amount is paid. 
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Step Action 

1. Note: Using DBA Instructions does not allow the deduction to show up in reports 
that will be run by the Benefits Administration to be sent on to the insurance 
carriers.  
 
Warning: Do not use these instructions to establish employee deductions/benefits 
that would otherwise be setup in Enrollment with Eligibility.  
 
Warning: In order to use this process, the DBA must be set up as a declining 
balance DBA. 

 

 
 

Step Action 

2. Click the State of Nebraska link. 

 
3. Click the Human Resources link. 

 
4. Click the Employee Maintenance link. 

 
5. Click the Employee Information link. 
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Step Action 

6. Click in the Employee No field. 

 
7. Enter the Employee's address book number into the Employee No field. 

8. Click the Find button. 

 
9. Choose the Employee by checking the check box to the left of the row. 

 
10. Click the Row button. 

 
11. Click the Employee DBA Inst. menu. 
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Step Action 

12. In the first blank row click the PDBA Code column. 

 
13. Enter "1111" into the PDBA Code field.  

14. Click in the Amount or Rate field. 

 
15. Enter the enter pay period amount into the Amount or Rate field. 

16. Click in the Amount Due field. 

 
17. Enter the amount into the Amount Due field.   

 
Note: You can only enter whole dollar amounts.  No decimals. 

18. If the State's Contribution of the Employee's Deduction also needs to be made up 
click on the next blank line and enter the following information: 
 
PDBA Code - enter "4911" (Ret-St MKUP)  
 
Note: The Amount/Rte Level 1 and Amount Due fields do not need to be completed 
because 4911 is based upon a percentage of 1111, and will calculate automatically. 
Also, Pay Start Date field does not need to be completed unless it is a future date.  

19. Click the OK button. 
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Step Action 

20. Click the Close button. 

 
21. You have successfully completed this lesson. 

End of Procedure. 

Judge Retirement 
Procedure 
 
Use this work instruction to stop the retirement deductions for Judges who quit participating in 
the Judges Retirement plan after 20 years. 
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Step Action 

1. Click the State of Nebraska link. 

 
2. Click the Human Resources link. 

 
3. Click the Employee Maintenance link. 

 
4. Click the Employee Information link. 
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Step Action 

5. Click in the Employee No field. 

 
6. Enter the Employee's address book number into the Employee No field. 

7. Click the Find button. 

 
8. Choose the Employee by clicking the check mark next to it. 

 
9. Click the Row button. 

 
10. Click the Employee DBA Inst. menu. 
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Step Action 

11. Find the row with "1130" (Judges Retirement Plan) in the PDBA Code column and 
click the O F object. 

 
12. Enter "Y" into the O F field.  

13. Click the OK button. 
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Step Action 

14. Click the Close button. 

 
15. You have successfull completed this lesson. 

End of Procedure. 

Zero One Time Overrides 
Procedure 
 
Create zero one time overrides when an employee is part of a group plan (DBA is established in 
Employee DBA Instructions), yet the DBA is to be stopped from processing.  
 
Note: This will stop the deductions for the PDBA Code. If the employee should ever begin the 
deduction/benefit/accrual at a later time, the "Y" will need to be removed from the Override Flag 
field. 
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Step Action 

1. Click the State of Nebraska link. 

 
2. Click the Human Resources link. 

 
3. Click the Employee Maintenance link. 

 
4. Click the Employee Information link. 
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Step Action 

5. Click in the Employee No field. 

 
6. Enter the Employee's address book number into the Employee No field. 

7. Click the Find button. 

 
8. Choose the Employee by clicking the check box next to it. 

 
9. Click the Row button. 

 
10. Click the Employee DBA Inst. menu. 
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Step Action 

11. Checkmark the row for the appropriate PDBA Code by clicking the check box next 
to it. 

 
12. Click in the O F field. 

 
13. Enter "Y" into the O F field.  

14. Note: This will stop the deductions for the PDBA Code. If the employee should ever 
begin the deduction/benefit/accrual at a later time, the "Y" will need to be removed 
from the Override Flag field. 

15. Click the OK button. 
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Step Action 

16. Click the Close button. 

 
17. You have successfully completed this lesson. 

End of Procedure. 
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