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B Transferring an Employee to a New Department
within the Same Agency

Overview

When an employee is transferred to another department within their agency, the
supervisor, home business unit and position ID must be changed via the
Employee Master. 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 employee master screens should
be reviewed for any additional changes that may be necessary. Benefits should
also be reviewed for any possible changes. Please note: If changes are made to
an employee's benefit enroliments, you will also need to change the
dependent/beneficiary enrollment.

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.

This work instruction shows how to:

Transfer an employee to a new department within the same Agency

Transferring Employee Benefits

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

Steps

Transfer an Employee to a New Department within the
Same Agency

Start this Work Instruction from the Employee Information — Work with Employee
Information window.
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PeopleSoft.

Employee Information - Work With Employee Information ]
Select Find  &dd Delele Close Generalelefiers Row  Tools
v & + 0 X B B &
Horme Fund F ‘ @ Active (ST} ‘
Home Business Unit [~ O Terminated
Country Code i*

No records fetched.

Home
Business Unit

Employee
Tax ID

Security

Employee
Ho Business

< ) | [

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

Click Find.

3. On the Employee Information — Work with Employee Information window,
choose the employee on the grid row to be transferred.

4. Click Row, Employee. The Employee Information - Employee window

PeopleSoft.
Employee Information - Employee [} []
OK Cancel Form  Tools
8 X =

Ernployee Mo, [fo7as1 TEST, BARBARA A [ ]

Ernployee Tax D [1B4488121

RIS ||

Security Business Unit 5120000000 DEFT OF EDUCATION

Home Fund [10000 STATE GEMERAL FUND

Check Route Code [1300¢50400 13004 REG IV OFC

Pay Frequency IM Maonthiy

Pay Status Il 3

Employee Benefit Status la Active

Benefit Group [Eoucw EDUGATION, DEPT. OF-MONTHLY Adj. Senice Date RGEFH

Original Hire Date [11/01/1898 Agency Original Hire Date e
Leave Begin Date Leave End Date
Expected Recall Date Termination Date
Date Pay Starts 0613012002 Date Pay Stops |
Data Protection Standards Upon Termination
Clrm ‘ L
il Country of Employment
i
Country lus UNITED STATES ‘ ]
&] Done & Internet

5. Complete the following fields, if necessary:

Security Business Unit
Check Route Code
Pay Frequency
Benefit Group

& if changes are made to benefit enroliments for the employee,
dependent/beneficiary enrollments will need to be changed as well.
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6. Click OK. The Change Reason window appears.
7. Enter the Effective On date and Change Reason code.

Click OK to return to the Employee Information - 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.

Employee Information - Organizational Assignment [ o]
OK  Cancel  Form  Tools
B X }
Employee No. :107351 TEST, BARBARA A -
Last Start Date oA 2001
Supenisor Q  GLAWATZ, ROGERE
Home Business Unit 13519906 1 VOC REHARB PR HOME BU
Mentor
Team | Defauit
Fosition ID [ i Date in Current Fosition 1D [12715/2004
Job Code [EDBE0S i T VR Senior Rehabliitation Spec Date in Curtent Jab [07/1 272003
Wiarking Title [ ]
Barg Unit [EDB 1 Education Barg Unit MiA | )l State of NE Is Mot L.
EEOQ Job Category B i Professionais ShiftCode |
EmplOmmattants .’ Full Tirne Equivalents [1.00
Date Pay Starts [oBiz0z002 Date Pay Stops
Job C
Qrganizational Business Unit 5130000000 DEFT OF EDUCATION
% Competency Athieved loon i Last Competency Review Date [ =
] Done # Internet

10. Complete the following fields, if necessary:

e Supervisor

Home Business Unit

e Position ID

e Job Code

e Date in Current Position ID
e Date in Current Job

o Date Pay Starts

e Next Review Type

e Next Review Date

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

12. Complete the following fields:
e O*Net Code
e Union Code
e Census Code

o Benefit Payroll Cycle
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13. Click OK. The Employee Information - Change Reason window appears.
14. Verify the Effective On date and type the Change Reason code.

FroleSo.

Change Reason ]

oK Cancel Tools |

Effective On

Change Reason

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

17. The Employee Information — Job Default window appears only if job
information changed. Verify all information, make any necessary changes,

18. Click OK.
el oft.

Employee Information - Job Default Window ] |
OK  Cancel Form Tools

B X L

Associated Job Defaults

O Always Use Default Information (® Only Use Defaults ta Overwrite Blank Values ‘
PROFOSED ‘ ‘ CURRENT ‘
Jnb Coda [ans311 |EDBEDE [
== mm———e— =
‘Buyer\ WR Genior Rehahilitation Spec

Employee Information

Pay Frequency " Monthiy M Manthly

Benefit Group EDUG.M | EDUCATION, DEFT. OF-MONTHLY EOUGH | EDUCATION, DEPT. OFMONTHLY

Organizational Assignment

Bara Unit EDB Education Barg Unit \EDEI Education Barg Unit

EEO Job Category ‘B Professionals B Frofessionals
Basic Ct i

Pay Class ’? Salavied = b |

Pay GradefStep 46 [z} 46 oo

Overtime Exempt [y ves fr
s — ; | [se]

{&] Done © Internet

19. On the Employee Information — Change Reason window, type the Effective
On date and Change Reason code.

P,

Change Reasen i
oK Cancel Teols

B X & |

Effective On

Change Reason

20. Click OK to return to the Employee Information - Work with Employee
Information window.

21. Click Row, Basic Compensation. The Employee Information — Basic
Compensation window appears.
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22.

23.
24,
25.

26.

27.

T
Employee Information - Basic Compensation ] |
OK  Cancel Form  Tools

=

Employee No |2483422 JANES, RACHEL A -

Home Business Unit | 5025008 s

Job Code W ’— Training Specialist |

Pay Frequency B BrWeekl Fositian 1D [ogsaza08 | Training Specialist!

Barg Unit K Conddential Group IiA [ State of NE Is Not Using This

Pay Class Q Houry

Pay Grade/Step 13 oo Pay Rate Source [z Nome |

Salary ’7 @ !r Pay Period Salary 1

Hourly Rate /7 Compa-Ratio ‘7

Std Hrs/Day ‘g_gu Pay on Std Hours ‘

Std HrsfYear [zogoon Overtime Exempt F]

Std Days/rear [z6000 FTE [1.00

Default Auto Pay Type [7
Compensation Review

INiA ‘—

A [ Mext Comp Review Date \7 I

A o Last TieriRanking Review Date ‘7 [
&] Done © Intemet

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.

Pl

Change Reason D
oK Cancel Tools |

B X k

Effective On

Change Reason

Click OK to return to the Employee Information - Work with Employee
Information window.

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

Employee Information - Laber Distribution Instructions i
oK  Find Delste Cancel Form  Tools |

B & 01 X 5 &

Employee No. [ino37s PEREZ, JULIEJ | ]

Percent or Hours I} Q Total % &ll Jobs [10n o0

Records 1-7

Dﬂ

1 \Regu\arF‘ay 16.00 ‘ 65050007.511100
O 1 Regular Pay 17.00 65050008.511100
=] 1 Regular Pay 17.00  B5050010.511100
0 1 Regular Pay 17.00  B5050013.511100
O 1 Regular Pay 17.00 65050015.511100
O 1 Regular Pay 16.00 64050018.511100
O
3 i | [

28. Change or delete the Labor Distribution as necessary.

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

29. Click OK to return to a blank Employee Information - Labor Distribution
Instructions window.

30. Click Cancel.
31. Click Close.

Transferring Employee's 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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