Nebraska Information System (NIS) Transferring an Employee to a New Agency — Receiving Agency

B Transferring an Employee to a New Agency —
Receiving 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 (see Transferring an Employee to a New
Agency — Transferring Agency). Fields within the Employee Master must be
changed (for example, the supervisor, home business unit, position ID etc.) by
the Receiving Agency. If the job attached to the new position is different from the
employee's previous job, the job must be changed. Typically the employee's
salary or hourly rate also will be changed. The receiving agency should review
ALL fields within the employee master to ensure the employee information is
correct for the employee’s new job.

Ay When an employee is transferred, the transferring agency must also transfer
all of the employee's dependents and beneficiaries so that the receiving
agency can access the dependent/beneficiary records. The
Dependent/Beneficiary business unit will need to be changed to the
employee's new Home Business Unit.

i) If Labor Distribution existed for the employee at the previous agency, it must
either be deleted or appropriate changes need to be made to reflect the
Labor Distribution for the new agency.

ﬁ 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.

The employee’s benefits will also need to be reviewed and changed, if
necessary. This work instruction shows how to:

Transfer an Employee to a New Agency — Receiving Agency

Transfer Dependents/Beneficiaries to a New Agency — Receiving Agency

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 > Employee Maintenance >
Employee Information
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Transferring an Employee to a New Agency — Receiving Agency

Steps

Transfer an Employee to a New Agency — Receiving

Agency

Start this Work Instruction from the Employee Information — Work with Employee

Information window.

PeopleSoft.

Employee Information - Work With Employee Infoermation

[Efa) ]

Select  Find

v & + 0 X &

fdd  Delete Close Generatslefiers Row  Tools

ome Fun o ctive

Horme Fund 7 @ At Oan
Horme Business Unit " O Terminated

Country Code fr

No records fetched.

Employee
Ho

<l

Security
Business

Home
Business Unit

Employee
Tax ID

Enter all or part of the employee name (+ *) in the query-by-example (QBE)
line directly above the Alpha Name column in the grid.

Click Find. The Employee Information — Work with Employee Information
window appears.

Choose the employee on the grid row to be transferred.

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

PeopleSoft.
Employee Information - Empleyee ] (o]
OK  Cancel Form  Tools
B X &

Employee No [1o7351 TEST, BARBARA A -

Employee Tax D |184488121

NiA ||

Security Business Unit 5120000000 DEFT OF EDUCATION

Harme Fund [1aoon STATE GENERAL FUND

Check Raute Code [1300250400 13004 REG I OFC

Pay Frequency HM Manthiy

Pay Status i} 3

Employee Benefit Status a Active

Benefit Group [Eoucw EDUCATION, DEPT, OF-MOMNTHLY Adj. Service Date (0111612001

Original Hire Date |11101f1 [-[:F} Agency Original Hire Date ﬁITtTEEETDTi

Leave Begin Date Leave End Date

Expected Recall Date Termination Date ,7

Date Pay Starts 06/20/2002 Date Pay Stops |

Data Protection Standards Upon T
e ‘ L

Ni& Country of Employment

ol Country [ug UNITED STATES ‘ [w]
&] Done B Internet

5. Update the following fields:
e Security Business Unit
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e Check Route Code

e Pay Frequency

e Pay Status

o Employee Benefit Status

e Benefit Group

e Adjusted Service Date (if applicable)

e Agency Original Hire Date - (date started) - MUST BE less than or equal
to Date Pay Starts.

o Date Pay Starts

LN After you click OK on the Employee Information - Employee screen,
if Agency Original Hire Date is greater than the Date Pay Starts, the
Employee Information - Date in Job and Position Selection screen
will appear. You will need to make the appropriate selections and
click OK. You will still need to change the Date Pay Starts to be
greater than or equal to Agency Original Hire Date.

e Termination Date (remove date if applicable)
6. Click OK. The Employee Information — Change Reason window appears.

Proieson.

Change Reason ]
oK Cancel Tools |

B X &

Effective On

Change Reason

7. Enter the effective date and appropriate change reason code.
8. Click OK to return to the Work with Employee Information window.

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

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

PeopleSoft.

Employee Information - Organizational Assignment | |
OK  Cancel  Form  Tools

B X 0 &

Employee No. [o7351 TEST, BARBARA A -
Last Start Date (017162001
Supenisaor Q GLAWATZ, ROGERE
Home Business Unit ‘ 13519906 VO REHAB PR HOME BU
Mentor ‘
Team [ Default =
Position ID [ Date in Current Position 1D [12115/2004
Job Code [EDBGOE V¥R Senior Rehabilitation Spec Date in CurtentJob 0771272003
Wyarking Title ‘
Barg Unit [EDE Eciucation Barg Linit LUC State of NE 15 MOt U
EED Job Category ] Professionals ShitGode |
Erployment Status I Full Tirme Ecuivalents [1.00
Date Pay Starts [0gianrzo0z Date Pay Stops |
Job Competency
Organizational Business Unit 5130000000 DEPT OF EDUCATION
% Cormpetency Achieved [000 Last Competency Review Date [ =
{&] Done ® Internet

10. Update the following fields:
e Supervisor
¢ Home Business Unit
e Position ID
e Job Code
e Date in Current Position ID
e Date in Current Job
e Employment Status
o Date Pay Starts

11. Click Form, User Def Cat 01-10. The Employee Information - Employee/Job
Category Code 01-10 window appears.

People ot
Employee Information - EmployeelJob User Defined Dates 01 - 10 ]
OK  Cancel Form Tools
8 X [

Employee Mo. [to7351 TEST, BARBARA A -

Home Business Unit 13519906 VOUT REHAB PR HOME BU

Joh Code EDBEIE ¥R Senior Rehabilitation Spec

TNA

User Defined Date 01 | User Defined Date 06

User Defined Date 02 User Defined Date 07

User Defined Date 03 User Defined Date 08

User Defined Date 04 User Defined Date 09

User Defined Date 05 User Defined Date 10

12. Update the following fields:

e Agency Number
e O*Net Code
e Union Code
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13.
14.

15.
16.

17.

18.
19.

Transferring an Employee to a New Agency — Receiving Agency

e Census Code
e Benefit Payroll Cycle
Click OK. The Employee Information — Change Reason window appears.

Type the Effective On date and Change Reason code.

Change Reasen i
oK Cance| Tools |

B X &

PeopleSoft.

Effective On

Change Reason

Click OK to return to the Employee Information - Organizational window.

Click OK. The Job Default window appears.
PeopleSoft.

Employee Information - Job Default Window
OK  Cancel Form  Tools

8 X B

Job Defaults

DOE

& Only Use Defaults to Overwrite Blank Values ‘

‘ O Always Use Default Information

PROFOSED CURRENT ‘

Job Code lans311 | [EDBGDE [
uert VR Senior Rehahilitation Spee 3

Employee Information

Pay Fregquency ;M_ Monthiy ’M_ Monthly

Benefit Group EDUC-M  EDUTATION, DEFT. OF-MONTHLY EDUC-M  EDUCATION, DEFT. OFMONTHLY
Organizational Assignment

Barg Unit W Ectucation Barg Unit \EDT Eciication Barg Unit

EED Job Categary ‘57 Professionals ]57 Frofessionals
Basic Compensation

Pay Class B Saiaried ’S_ d |

Pay GradeiStep {457 ’r /4!37 /Eltli

Overtime Exempt v | ves P

&] Done

& Internet

On the Employee Information — Job Default window, select Only Use
Defaults to Overwrite Blank Values.

Verify all information, make any necessary changes.

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

20. Type the Effective On date and Change Reason code.
opleSal.
Change Reason ]
% CanxcE[ IES |
Effective On 01/06/200g] )
Change Reason ,7
21. Click OK to return to the Work with Employee Information window.
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22.

23.

24.
25.
26.

27.
28.

Click Row, Basic Compensation. The Employee Information — Basic
Compensation window appears.

PeopleSoft.
Employee Information - Basic Compensation [} ]
OK  Cancel  Form  Tools
8 X L3

Employee Mo. ‘107351 TEST, BARBARA A -

Home Business Unit [13s18s08 | VOGREHABPR HOME BU

Joh Code [EDRBOE ‘7 YR Senior Rehabilitation Spec

Fay Fraguancy WM Monthly Position 1D ‘—

Barg Unit ‘Ewi Felucation Barg LUnit Tlia ‘7 State of WE [ Not Using This

Pay Class [FQ Salaned

Pay Grade/Step I o Pay Rate Source [3 Nome L

Salary W @ ;r Pay Period Salary porzra

Hourly Rate frrzs Compa-Ratio ez

Std HrsiDay le.00 Pay on Std Hours 3173 33

Std Hrsfvear W Overtime Exempt \Y_

Std Daysivear W FTE F

Default Auto Pay Type /7
Ci ion Review

IMiA /—

(1 [ Mext Comp Review Date ‘7 T

(1 n Last TieriRanking Review Date ‘7 [

&] pone © Internet

Complete the appropriate fields:

e Hourly Rate — Hourly employees

e Salary — Salaried employees

e Pay on Std Hours

Click OK. A Reconfirm Salary Hrly Rate/Std Hrs/Yr warning appears.
Click OK. The Employee Information — Change Reason window appears.

Verify the Effective On date and type the Change Reason code.

=

.
Change Reason ]
0K Cancel Tools
5 |

Effective On

Change Reason

Click OK to return to the Employee Information window.

Click Row, Labor Distribution. The Labor Distribution Instructions window
appears.

PeopleSoft EnterpriseOne Rev. 12/20/2006 100



Nebraska Information System (NIS) Transferring an Employee to a New Agency — Receiving Agency
L

O .

Employee Information - Labor Distribution Instructions

D
OK  Fnd  Delete Cancel Form  Tools
B & 01 X L3
Employee No. 107351 TEST, BARBARAA -
Percent ar Hours Q Total % All Johs 100,00
Records 1-2 Customize Grid @ m

Pay Pay Hours! Account Humber
Code Description Percent

1| [Reqular Pay 10000 | 1351223451100

O

1] m |

Pay Start Pay Stap WA wcl Hourly Billj
Date Date Class | Rate Rati
|| | B [ ]

>

29. Change or delete the Labor Distribution as necessary.

ﬁ To delete the Labor Distribution, choose the line by placing a checkmark to
the left of the row and click Delete.

30. Click OK to return to a blank Labor Distribution window.
31. Click Cancel.
32. Click Close.

Transfer Dependent/Beneficiary to New Agency —
Receiving Agency

Navigation: Human Resources and Payroll — Agencies > Benefits Administration
> Attach Dependent/Beneficiary to Plan

Start this instruction from the Attach Dependent/Beneficiary to Plan — Work with
Employees window.

N .

Attach DependentiBeneficiary to Plan - Work with Employees
Select  Fpd  Close [ools

DmE

v & X & |
Employee Identification ‘*
Plan D *
Effective Date *

No records fetched. Customize Grid =

Address Employee
Humber Tax D

1. Enter the Address Book number of the employee that is transferring in the
Employee Identification field in the header.

2. Choose the employee and click Select. The Attach Dependent/Beneficiary
to Plan Dependent/Beneficiaries by EE window appears.
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I ——

oo

Attach DependentiBeneficiary te Plan - DependentsiBeneficiaries By EE il
OK  Find Delels Cancel Form Eow Previous Ned Tools
B & 01 ¥ = |3
Ernployee Identification mﬁ TEST, BARRARA A -
Plan ID [
Effective Date {f—

Records 1- 10

Dep.Ben. * DependentBeneficiary Tax ID
Address Hame Humber
[F] 2864193 TEST, MELISSAA 175683620 Eb
] 2864364 TEETJR, TIMOTHY R 646016857 (o]
[ 28G4470 TEST, BARIAH L 646126559 c
1 2264193 TEST, MELISSAA 175683620 cl2
[ 2864364 TESTJR, TIMOTHY R 646015857 c
|| 2864470 TEST, SARIAH L 646125559 c
] 2864193 TEST, MELISSAA 175683620 C L
|| 2864364 TESTJR, TIMOTHY R B4E015857 c
o aRRAAT TEGT capiatit ara1aessa Pt
<l i | 2]

3. Choose the Dependent/Beneficiary who is being transferred and click Row,
Dep/Ben Entry. The Attach Dependent/Beneficiary to Plan —
Dependent/Beneficiary Entry window appears.

oo,

Attach DependentiBeneficiary to Plan - DependentiBeneficiary Entry ]
oK Cance| Form Tools
EIEY 'y |
General Information
Address Nurrber [zsea193  TEST MELISSAA
Gender F a
Date of Birth [omznesr [luse Employes’s Address
School Information
High School Graduate ’N_ Ermployed ,N_
Full Time Student yyi School Attending |Lincaln High School
Other
Disability Flag ’Ni Date of Disahility ,7
Date of Medicare ] Date of Death ]
Send Initial Letter (vik) ’— Date of Natification ,7
Related
Employee Identification [107351 TEST, BARBARA A | ]

4. Click Form, Dep/Ben Address. The Attach Dependent/Beneficiary to Plan —
Address Book Revision window appears.
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e,

Attach DependentiBeneficiary to Plan - Address Book Revision 5]

Cancel Form Tools |

Address Mumber |2862193

Alpha Mame

Long Addrass Murnber |

TaxlD [17s883620
Search Type la DependentBenaiiciary

Business Unit 13519906 VO REHAB PR HOME BU

5. Change the Business Unit to the employee’s hew Home Business Unit.

Click OK to return to the Attach Dependent/Beneficiary to Plan —
Dependent/Beneficiary Entry window.

7. Click Cancel to return to the Attach Dependent/Beneficiary to Plan
Dependent/Beneficiaries by EE window.

To change another Dependent/Beneficiary, repeat steps 3-7.

When finished changing Dependents/Beneficiaries, click Cancel to return to
the Attach Dependent/Beneficiary to Plan — Work with Employees window.

10. Click Close. You will return to the menu.
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Transferring Employee to a New Agency - Receiving
Agency - Benefits
If an Employee's benefit group or pay frequency changes, the employee's

benefits will need to be changed. End the employee's current benefits and re-
enroll them in the appropriate benefits.

TiiN When an employee's benefits are stopped, benefits for any
dependents/beneficiaries attached to the plan will automatically be stopped
as well. If any dependents/beneficiaries are attached to existing enrollments,
they will need to be re-enrolled in the new plans.

Please refer to the following work instructions to transfer an Employee's Benefits:

Change Enrollment with Eligibility (End Enrollment section)

Enroll an Employee with Eligibility

Enroll Dependent/Beneficiary
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