£ Rehiring an Employee

Overview

To rehire an employee you select the employee record in Employee Information.
The system searches the individual’s information in the Employee Master table
for a termination date with the associated Tax ID or Employee Number.

You should review all information in the Employee Master tables and update any
information that may have changed during the time the employee was away.

& When you rehire an employee through Employee Information, the record is
immediately available for reporting and payroll processing.

This work instruction shows how to rehire an employee through the Employee
Information program.

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 Apply Roles, choose HR_PR.)

Human Resources and Payroll — Agencies > Employee Maintenance >
Employee Information

Steps
Start this instruction from the Employee Information — Work With Employee
Information window.
FeoleSo.

Employee Information - Work With Employee Information i
Select Fnd  Add  Delete Close Generaleletters Row  Tooks

v @ + i X & B & |

Home Fund P @ Active Oan ‘

Home Business Unit * O Terminated

Country Code e

Employee Home
Business Unit
<] [
PeopleSoft EnterpriseOne Rev. 01/06/2006

81
HRP_WI_L1_T2.|_Rehiring an Employee


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

Nebraska Information System (NIS) Rehiring an Employee

1. If the employee worked for your agency, type all or part of the employee
name in the query-by-example (QBE) line directly above the Alpha Name
column or type the employee's Social Security number in the QBE line
directly above the Tax ID column in the grid.

If you are not sure the employee worked for another agency, click on the
flashlight in the Employee No field in the QBE line and do a search of the
address book master. If the terminated employee worked for another
agency, contact the Help Desk at (402) 471-4636 to find out which agency.
You will then need to contact the agency to have the employee’s Security
Business Unit changed to S001234567.

In the header, click Terminated field.
Click Find.
Only terminated employees appear.

Choose the desired employee on the grid.

S"P%S@!\’

Click Row, Employee. The Employee Information — Employee window

appears.
ool Soft. T
Employee Information - Employee [} ]
OK Cancel Form  Tools 1
B X ||
Employee Ma. o731 TEST, BARBARA A [ ]
Employee Tax 1D [184488121
A ]
Security Business Unit | 5120000000 DEFT OF EDUCATION
Home Fund [10000 STATE GENERAL FUND
Check Route Code [1300450400 £3004 REG ¥ OFC
Fay Frequency I Monthly
Pay Status h i
Employes Benefit Status In Active
Bensfit Group [EDUGH EDUCATION, DEPT. OF-MONTHLY Adj. Senvice Date 0141 8/2001
Original Hire Date [11/0111098 AgenceonginalHire Date o1/ 602001
Leave Begin Date Leave End Date
Expected Recall Date Termination Date
Date Pay Starts 0613012002 Date Pay Stops
Data Protection Standards Upon Termination
Clrm ‘
il Country of Employment
i Country lus UNITED STATES ‘ [oe]
&] Done & Internet
6. Review all fields and update the appropriate fields:
e  Security Business Unit
e Home Company
e Check Route Code
e Pay Frequency
e Pay Status
¢ Employee Benefit Status
e Benefit Group
e Adjusted Service Date
e Last Date Started
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10.

11.
12.

Click in the Termination Date field, press the delete key or backspace key, to
remove the termination date.

Click OK. The Employee Information — Change Reason window appears.

Type the effective date and appropriate change reason code.

s
Change Reason ]
OK  Cancel Tools
B X B |
Effective On

Change Reason |

Click OK. The Employee Information — Work With Employee Information
window appears.

The Employee being rehired is checked on the grid.

Click Row, Organizational. The Employee Information — Organizational
Assignment window appears.

The following example only shows the top portion of the window.

PeopleSoft.

DDE s

Employee Information - Organizational Assignment
oK Cancel

Form  Tocks

5 &

Emplovee Mo,

[1n7as1 TEST, BARBARA A

Last Start Date 12001

Supervisar 0 GLAWATZ ROGERE

Home Business Unit VOUC REAAB PR HOME BU

| 13519806

Mentor |

Team [ Default =

Position ID

Job Code
Wyarking Title
Baryg Unit

EEC Job Categary

|EDBEDG

Date in Current Pogition D iﬁ?'fﬁj‘iﬂﬁl

VR Senior Rehabiiitation Spec Date in CurrentJob |07 22003

|EDE

B Profassionais

Eclucation Barg Unit

N[ State of ME is hot U

Shift Code [

Employment Status I Full Time Equivalents [1.00
Date Pay Starts |ogrz0/2002 Date Pay Stops |
Jobh Competency
Organizational Business Unit (30000000 | DEFTOFEOUCATION
% Competency Achieved [0.00 Last Competency Review Date [ =
&] pone © Internet

13. Review all field and change the appropriate fields:
e Supervisor

e Home Business Unit

e Position ID

e Date in Current Position ID

e Job Code

e Date in Current Job Code

e Group Code

e Employment Status
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o Date Pay Starts
e Full Time Equivalents
¢ Remove/Delete Date Pay Stops
e Next Review Type
¢ Next Review Date
14. Click OK.

15. The Employee Information — Job Default window appears only if job
information changed. Verify all information, click OK.

PeopleSoft.

Employee Information - Job Default Window [} o
OK  Cancel Form Tools

X

Job Defaults
O Always Use Default Information & Only Use Defaults to Overwrite Blank Values ‘
PROPOSED ‘ ‘ CURRENT ‘
Job Cods [An5311 | ] |EDBEDS |
[Buyer! [VR Senior Rehahilitation Spec

Employee Information

Pay Fregquency m Monthiy I Monthly

Benefit Group [EDUC-M | EDLCATION, DEFT. OF-MONTHLY EDUC-M | EDUCATION, DEFT. OF-MONTHLY

Organizational Assignment

Barg Unit [EDE Ecucation Barg Uit |EDB Eciucation Barg Unit

EEQ Job Categary ] Professionals ] Frofessionals
Basic Compensation

Pay Class & Sewred E

Pay GradeiStep 16 0o 46 o0

Qvertime Exermpt v vEs [
e ——— ] [se]

&] Done © Intemet

ﬁ A yellow warning will appear. Click OK to continue to the Change Reason
window.

16. On the Employee Information — Change Reason window, type the effective
date and appropriate change reason code.

17. Click OK. The Employee Information — Work with Employee Information
window appears.

18. Click OK to return to the Work with Employee Information window.
19. Click Close.
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