B Auto Deposit Instructions

Overview

Use Employee Self-Service to review the settings of your Auto Deposit
distributions.

This work instruction includes:

Auto Deposit Instructions

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

State of Nebraska > Self-Service > Auto Deposit Instructions
Steps

Auto Deposit Instructions

1. Open your internet browser (if using Internet Explorer, double click on the

2. Navigate to the NIS sign on Screen by typing the following in the address:
"www.nis.ne.gov".

blue “e” icon.)
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http://www.das.state.ne.us/

Nebraska Information System (NIS)

Auto Deposit Instructions

= Welcome In the NIS System. NIS sign on screen - Windows (nternet Explarer

Type

WWWw.nis.ne.

Nebraskans working fogether for Nebraska

NIS Tip
NIS Is now compatible with Internet Explorer 7 (IET).

Please note: NIS Is not compatible with Vista or Office 2007.
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gov =
Welcome to the
Nebraska Information System
This is a government P system. Unauth d access is

prohibited. Anyone using this system [s subject to monitaring.
Unauth d access or to use, alter, destroy or damage
data, programs or equipment could result in criminal prosecution.

?

Click here to view “How Te" instructions for NIS

When you sign on to NIS, you will be asked for your USERID and
PASSWORD. K you do not know your USERID, please contact your
Agency HR Hepresentative or your Agency Authonzed Secunly Agent It
vou do not know your password, click the "Fargat Password™ button
above. If you encounter any problems, or have any questions about the
sign on process or NIS, please chck the "Subimil Problem” bullon above.

Collaborata™Intagrata”Achiave

The Mebraska Information System (NIS) integrates the State of
Mebraska's business processes and systems, improving the quality and
al n NIS dala enlry, slorage
and processing, enables e and duplicate
administrative systems. NIS provides online, real-time information,
accommodaling efhaency in stale governmenl
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3. Click the Sign on to NIS button.
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4,
keyboard.

Enter your password in the Password field.

Click Sign In.

Enter your unique User ID in the User ID field and press the tab key on the
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Nebraska Information System (NIS) Auto Deposit Instructions

Enterprise0ne Menu

Open Applieationa: 7
You have no running applicalions. | The ErterpriseCne Menu contains several (inks 1o the applications.
New Windaw Ths links will always be 311Ne 6 of your Scraens. no matter what application you are using

28

Welcome!

You cam o hide lho menu when yoi need mons space Kt your wark

RAcles: "
BLI 10003 v (%)

7. If you have multiple roles, use the drop-down arrow. If you do not have
multiple roles and are only an ESS user please skip to step 10.

EnterpriseOne Menu =

Open Applications:
You have no running applications.

Mew Window |
Roles: P
BU #0005 (» )3
=
BU #0006

Accounts Payahle #40
Accounts Receivahle #40
General Accounting #30 -
Procurement #30
Address Book #52
Interfaces #12

8. Click your ESS role.
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EnterpriseOne Menu =

Open Applications: "':.;
You have norunning applications.
Mew Window |

Roles:
| BU #0006 3 @

— Submit Joh
— View . loh St
v State of Mebraska
— My System Options

— My Systemn Profile

— Work With Waork Center
— Help

9. Click the double right arrows to the right of the Role.
10. Click the State of Nebraska menu.

EnterpriseOne Menu =

Open Applications: 7
Y¥aou have no running applications.

Mew Window |

Roles:
| BU #0005 v|®

— Submit Joh

— VWiew Joh Status

=7 State of Mebraska
[» Authorized Agents

[* Employee Self Service Menu
[z llser Optinns

— My Systermn Options
— My Systemn Profile
— Work With Work Center

— Help

11. Click the Self Service menu.
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EnterpriseOne Menu =

Open Applications: "':.;
— Revise Automatic Depaosit
Instructions

Mew Window |

Roles:

| BU #0006 v|®

— Submit Job
— View Job Status
= State of Nehraska
[ Authorized Agents
[ Employee Self Service Menu
[ User Options
— Sel-Sernvice
— Pay Stub Review
— | egve Halance |ng
— Auto Deposit Instructions
[> Employee Benefits
— My Systermn Options
— My Systemn Profile
— Work With Work Center

— Help

12. Click Auto Deposit Instructions.

- Auto Deposit | i - Revise ic Deposit i onEs
Dpen Appications: Cancel Took
~ Rgviss Automahe Deposit xR
wlructicns
New Window ‘ Cloesete &t Ao Deposit Ennalimint for BEN. UNGLE T
Hebex: Amount Routing Humber Account Humber Type
L 1
| BLIGI06 | pame  Pamentistod at Parcent 18 mgits] {up ta 17 dgits] of Acconint
— a @ Dailar 10.00 [104000058 [ss2z307a15 © Checking
~ iew .gumsg:m:u O Percent WELLS FARGO BANK NEBRASKAN.A @ Snings
I Autharized Agents m— ————— ——— —
I Employoe Soif Sandce Mena o & Donar 10.00 104000056 (6097405170 ) Chedking
l"g”"oﬁzs © Percent WELLS FARGO BANK NERRASKA N A ©Snings
= Eav 31ib Revwew
— Lt Balace iy & Datar [ & Chocking
~ Aty Depgs! tions o = -
1 Employoe Bonghls ) Percent O Savngs
My Sestem Cpticnz
— MY Amounl:
= H‘—‘”—‘-\M'c‘; ede @ Auto Deposit 103000058 [pa11558319 @) Chucking
y O Chuck WELLS FARGO BANK NEBRASKAN.A Oening
[ ilmunet s -
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13. You can view the settings for your Auto Deposit distributions.

Auto Deposit Instructions - Revise Automatic Deposit Instructions

Cancel Tools

X B
[ Delete Al Auto Deposit Enrollment for: BEN, UNCLE 101212007
Amount Routing Mumber Account Mumber Type
Delete Payment Method or Percent (9 digits) {up to 17 digits) of Account
0 3 Dollar 10.00 104000056 5522397415 ) Checking
O Percent WELLS FARGO BANK NEBRASKAN.A ® Savings
0 @ Dollar 10.00 104000058 897485178 O Checking
O Percent WELLS FARGO BANK NEBRASKA,N.A. ® Savings
0 @ Dollar & Checking
ercen avings
(@] t O sav
Remainder Amount:
(%) Auto Deposit 104000058 9911558319 @ Checking
O Check WELLS FARGO BANK NEBRASKAN.A. O Savings

& This is a view only screen, and you cannot make changes to your
distributions.

14. After you have finished viewing your distributions, click the Cancel button.
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