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Overview

This report was created for NPERS, however, larger agencies may find it useful
to correctly identify employees who should be enrolled in the retirement plans.
The report will show employees who are expected to be enrolled in various
retirement plans across the State (State, judges, or patrol).

This work instruction shows how to run the Retirement Exception Report.

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is 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/

Navigation

Click Roles, HR_PR. (Citrix users — right click on the menu, choose View by
Role, choose HR_PR.)

Human Resources and Payroll - Agencies > Inquiries and Reports >
HR/Payroll Reports > Benefit Reports > Retirement Reports > Retirement
Exceptions.

Steps

Run the Retirement Exception Report

Start this instruction from the Version Prompting window.
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Version Prompting ]

Cancel Submit Form  Tools |

X 8 B B

Prompt For

[ Data Selection [ pata Sequencing ‘

1. Choose Data Selection, click Submit. The Data Selection window appears.
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Advanced

2. Data Selection is already completed and can be left as is.

ﬁ If "PO" appears in the Right Operand field of a Data Selection line, criteria for
that Data Selection will be available on the Processing Options window.

3. Click OK. The Processing Options window appears.

oo,

Processing Options
oK Cancel

S % |

Date | Deduction | Deduction (cont)

Month 8
Year 5

Century 20

4. On the Date tab, enter the month, year, and century for the time period in
which you want your information.

& This report can be run for any period within any Fiscal Year by changing the
Processing Options here.

o

Processing Optiens
OK  Cancel

S % |

Date | Deduction |[Deduction (cont)

DB Code 1 |HE Ji<8

DBA Code 2 1117
DBA Code 3 [1120
DBA Code 4 [1130
DBA Code 5 1140
DBA Code 6 :ﬁa’a
DB Code 7 [1135

DBA Code & |

5. On the Deduction tab, the deductions are predetermined. Enter any
retirement deduction code needed.

6. Click OK. The Printer Selection window will appear.
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ool Soft.

Printer Selection

OK  Cancsl Form  Tools

6]
B X B & |
Printer Selection | F-:rwm_Pmr:er-ﬂ'. Document Setup
Output Options
¥ PDF(Portable Document Format) CEV(Comma Delimited)
[CIPrinter Definition Language File [ osanterface Name
CPrint Immediate

On the Document Setup tab, ensure CSV (Comma Delimited) is checked.

By

The report can also be run in PDF, but the CSV output is much easier to
read.

Click OK to run the report and return to the menu.

T ®

View the Report via Submit Job or View Job Status. For step-by-step
instructions, please refer to the Working with Submitted Reports work

instructions. Choose the Job Details to view (R5806333...) once the
Description is "Done".
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