2 Entering the Enroliment Effective Date for ESS -
New Hire

Overview

What is the Enroliment Effective Date and why is it so important when using the
ESS New Hire Event?

Prior to an employee enrolling for benefits through the New Hire Event, HR staff
must enter the Enrollment Effective Date. This is the first day of the pay period
in which premiums will be pulled from the employee’s payroll.

This work instruction includes:

Entering the Enrollment Effective Date

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.)

State of Nebraska/HR_PR > Human Resources and Payroll — Agencies >
Employee Maintenance > Employee Information

Steps
Start this instruction from the Employee Information - Work with Employee
Information window.
NN
Employee Information - Work With Employee Information ]
Select  Find  Acd  Delete Close Generateletters Row  Tooks
v @ + 0 X B B & |
Home Company @ Active Oal ‘
Haome Business Unit OTermma'Ed
Country Code
No records fetched.
Employee Security Business | Home Home Employee
Business Unit Tax ID
3| m &
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1. Enter the employee's Address Book number in the Employee No field in the
QBE line.

2. Click Find.

oot

Employee Information - Work With Employee Information ]

Select Find  Add Delete Close Generateletters Row  Tools
v & + 0 X B

Home Company

o

@ active Oml ‘

Home Business Unit O Terminated

o

3l

Country Code

+

Records 1-1

[32083432
Employee Security Business Home Employee
Unit Business Unit Tax ID
O 3493432 JANES, RACHEL A 6500250100 8650000000 10000 65025009 223334444
dal M |

3. Choose the employee by placing a checkmark to the left of the row.

Pl

Employee Information - Work With Empleyee Information [}
Select Find  Add Delets Close Generatelefters Row  Tools |

v & # @1 X # B B

Employee
Address Book @ Active O

Personal O Terminated

Organizational

Basic Compensation
Natl/Fiscal Dat

Tax Ovetrides

Home Company

Home Business Unit

T

Country Code

EE Profile
User DefDate 11-2
Records 1-1 User Def Cat 11-20
Generatelefters
3483432 Eligibility / NDT
Employee Payroll Security Business | Home Home Employee

Auto Deposit

Company Business Unit Tax ID
Labor Distribution

3483432 JAMES, RACHEL A

o 5650000000 10000
Future Value |

65025008 223334444

Ermplovee DBA Inst.
Supp. Data Inguiry
Supp. Data Entry
Attachments

EE DBA Review
Cccup. Pay Rates
Req Activity

4. Click Row, User Def Date 11-2. The User Defined Dates 11-20 window

appears.
Peop IS, ——
Employee Information - User Defined Dates 11 -20 M@
OK Cancel Form  Tools
8 X L3 |
Employes No |2453432 JANES, RACHEL A [ ]
Agency Adjusted Service Date Hi User Defined Date 16 |7
Adjusted Job Code Seniatity Date ] User Defined Date 17 [
Enroliment Effective Date ‘7 User Defined Date 18 ’7
User Defined Date 14 ] User Defined Date 19 [
User Defined Date 15 ’7 User Defined Date 20 ’W

5. Complete the following field:

o Enrollment Effective Date - enter the first day of the pay period in
which the premiums for the elected benefit plans will be pulled from
the employee’s payroll.
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ﬁ In this example, the employee is paid biweekly and in order for deductions to
be effective April 1st, the first day of the payroll for April premiums is dated
3/23/06 (Using a BO7 pay cycle agency payroll date).

PeopleSolt. e
Employee Information - User Defined Dates 11 -20 ]
OK Cancel Form Tools
8 X

Employee Na |a483432 JAMES, RACHEL A [ |

Agency Adjusted Service Date ‘ User Defined Date 16 |

Adjusted.Job Code Seniority Date ‘ | User Defined Date 17 |

Enroliment Effective Date (ﬁaﬁéﬁﬂﬁi User Defined Date 18 |

User Defined Date 14 H‘ig User Defined Date 19 |

User Defined Date 15 ‘7 User Defined Date 20 |W

& In this example, the employee is paid monthly and in order for deductions to
be effective April 1st, the first day of the payroll for April premiums is dated

3/01/06.

Employee Information - User Defined Dates 11 -20 ]
OK Cancel Form  Lools
B X |

Ermployee No |3483432 JAMES, RACHEL A [ ]

Agency Adjusted Service Data ’7 User Defined Date 16 ,7

Adjusted Job Code Senintity Data ] User Defined Date 17 ]

Enroliment Effective Date W User Defined Date 18 ,7

User Defined Date 14 T User Defined Date 18 ]

User Defined Date 15 ] User Defined Date 20 [otimieon

6. Click OK. The Change Reason window appears.
PeopleSoft.

Change Reason
OK  Cancel Indls

Effective On

Change Reason

7. Enter 001 (New Hire) in the Change Reason field.
8. Click OK to return to the Work with Employee Information window.
9. Click Close.
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