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WHY ARE WE MAKING THIS CHANGE TO EXISTING PAY PERIODS?

One of the most significant reasons the State continues to strive for one pay period is to achieve
business efficiency. Processing one, consistent pay period is more efficient than processing
thirteen different pay periods. As technology progresses, we find it more and more difficult and
inefficient to develop streamlined processes around our “old” pay structures. It’s time to make
the change from thirteen to one.

A recognized best practice with most companies is one pay period. Implementing one
consistent pay period allows for more accurate processing, especially on the benefits side.
Because of the different beginning and ending dates for pay periods, and because of errors in
entering the various dates (more often where monthly payroll is concerned), there is a potential
for costing the state thousands of dollars. Whenever presented with the opportunity to
increase efficiency and fiscal accountability we should make every attempt to so.

Making this decision did not come easily or without careful consideration on how to minimize
the effect on you. All current pay periods were studied prior to selecting the BW10 pay period.
However, BW10 is the biweekly pay period that allowed for the least affect on the most
employees and therefore became the choice.

Communication is key to all we do in state government. Be assured, that every attempt will be
made to provide up-to-date information and assistance during this conversion period. We want
you to understand the bottom line effect on you, as an employee. Your first point of contact
will be your agency Human Resources Staff. Each agency has been assigned a liaison from
Administrative Services who is willing to assist you and your agency through this transition.

Carlos Castillo
Director of Administrative Services

IS MY AGENCY AFFECTED BY THIS PAY PERIOD CONVERSION?

Agencies who are governed by the Classified Personnel System (see page 4), and who currently
have a biweekly pay period other than a BW10, must convert to a BW10 prior to July 31, 2008.
Classified agencies who process a monthly payroll, must convert to BW10 by December 31,
2008.
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CLASSIFIED AGENCIES ARE REQUIRED TO CONVERT TO ONE BIWEEKLY PAY PERIOD.

Non-classified agencies can voluntarily convert.

Classified

Abstracters Board of Examiners
Accountability & Disclosure
Administrative Services
Aeronautics

Agriculture

Arts Council

Banking and Finance

Barber Examiners Board

Blind & Visually Impaired Commission
Branch Rail Revitalization Council
Capitol Commission

Corn Board

Correctional Services

Crime Commission

Dairy Industry Development Board
Deaf & Hard of Hearing Commission
Dry Bean Commission

Economic Development
Educational Telecommunications Commission
Electrical Board

Energy

Engineers and Architects Board
Environmental Quality

Equal Opportunity Commission
Ethanol Board

Fire Marshal

Foster Care Review Board

Game and Parks

Geologists Board

Grain Sorghum Board

Health & Human Services
Historical Society

Indian Affairs Commission
Insurance

Investment Council

Labor

Landscape Architects Board

Land Surveyors

Library Commission

Liquor Control
Mexican-American Commission
Military

Motor Vehicles

MV Industry Licensing Board
Natural Resources

QOil and Gas Commission

Parole Board

Power Review Board

Public Accountancy Board

Racing Commission

Real Estate Appraiser Board

Real Estate Commission
Retirement Systems

Revenue / Property Assessment 8 Taxation
Roads

Rural Development Commission
State Patrol

Veterans Affairs

Wheat Board

Women's Commission

Non-Classified Agencies

Attorney General

Brand Committee

Coordinating Comm. for Postsecondary Education
Education

Educational Lands and Funds

Governor

Industrial Relations Commission
Legislature

Lt. Governor

Policy Research

Public Advocacy Commission

Public Service Commission

Secretary of State

State Auditor

State Colleges

State Treasurer

Supreme Court

Tax Equalization and Review Commission
University of Nebraska

Workers’ Compensation Court
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WHAT MEMOS SHOULD | BE AWARE OF?

The first memo includes information on Health Insurance Benefit Changes, Biweekly and
Monthly Pay Period Conversions, and Discontinuation of Printed Pay Stubs. This memo was
circulated to Agency Directors, Human Resources Contacts and Employees on Monday, July 2,
2007. The second memo was circulated to Classified agencies who process a monthly payroll
and is in reference to monthly agencies converting to biweekly (BW10) by December 31, 2008.
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MEMORANDUM TO: All Employees, Nebraska State Government
FROM: Carlos Castillo, Jr., Director of Administrative Services
SUBJECT: Change in Employee Benefit and Pay Programs

Please share this memorandum with co-workers who do not have email access.

Our ongoing efforts to identify business efficiencies and cost savings have resulted in decisions which will
impact employee benefits and pay programs. These decisions came as a result of significant research,
coordination, and communication. Representatives of the administration and of the NAPE labor
organization have been actively involved in the process. Several important changes will be implemented
in the coming months.

Health Insurance Benefit Changes:

First, for the purpose of health benefits equity among state employees, the employee benefit program
referred to as "state splits", which provides health insurance at no cost to state employees who are
married to another state employee, will be discontinued for new employees on July 1, 2007, and for
current employees on January 1, 2008. Employees who have received this benefit will be required to
enroll in a specific available health insurance plan during the benefits open enrollment period, which will
be conducted from October 27 — November 19, 2007. Employees impacted by this policy change will need
to carefully examine the open enrollment material and decide which plan, or combination of plans,
provides them and their families with the coverage they need; and, how they can attain the best value for
their premiums.

Second, as a result of the labor contract negotiation process, several changes will be made to the health
plan designs for all covered employees. These changes will be detailed in open enrollment materials and
will take effect in January, 2008, and are as follows:

The co-insurance (the percentage amount the insured person must pay for covered services) for
”in-network” expenses under the Standard PPO Plan changes from 15% to 20%, once the
deductible has been met.

The co-pay (a fixed dollar amount to be paid by the covered person for covered services,
separate from, and do not accumulate to, either the deductible or coinsurance limit.) for doctor
office visits changes from $15 to $20.

The specific references to the “PPO, HMO, and POS” plans will be eliminated, so as to allow for
plan development flexibility.
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Changes made regarding the prescription drug plan include a three-tier formulary prescription
drug plan (rather than the two tier, generic and brand, we had previously) for a 30 day supply
and a 180 day supply. A formulary list will be made available during open enrollment. The
changes are as follows: The plan shall include a three-tier formulary prescription drug card
coverage with a: $10.00 co-payment per 30 day supply of generic drugs; a $25.00 co-payment for
a 30 day supply of formulary brand name drugs; and, a $40.00 co-payment for a 30 day supply of
non-formulary brand name drugs.

Mail order is available for long-term maintenance drugs for a 180 day supply with a: $35.00 co-
payment for generic drugs; $100.00 co-payment for formulary brand name drugs; and, a $150.00
co-payment for non-formulary brand name drugs.

Bi-Weekly and Monthly Pay Period Conversions:

Within the Classified Personnel System, with the exception of employees covered by the SLEBC labor
contract, current pay periods, monthly and biweekly, will be converted to a biweekly pay period with a
ten day processing time lag. This is commonly referred to as the BW-10 pay period. This action will
consolidate numerous existing biweekly pay periods into one. Monthly employees of the classified
personnel system will also be converted to BW-10, except for those who have a statutory mandate for
monthly pay. Every reasonable effort will be made to minimize the impact of this action on employees.
Agencies will be responsible for implementing the conversion. All conversions must be completed no later
than July 31, 2008.

Discontinuation of Printed Pay Stubs:

Aside from the changes detailed above, which resulted from our coordination and communication with
labor, we will also change another pay-related process. Effective January 1, 2008, we will discontinue our
practice of providing printed pay advices (pay stubs). As always, the information on the pay stubs is
available to employees through Employee Self Service in the Nebraska Information System, and can be
printed by the employee. Employees who do not have access to a computer, at work or at home, should
contact their agency payroll representative for a printed pay stub, if necessary.

Instructions and Assistance

Your agency will receive detailed instructions on these pay related actions, along with suggestions on how
to implement the pay period conversion with minimum disruption for both the agency and the
employees. If you have questions or concerns, please contact your agency representative charged with
assisting you with benefits and payroll activities. Information, instructions, and FAQ’s will also be available
on the DAS website.

Carlos Castillo
Director
Administrative Services
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January 30, 2008

TO: Classified Agencies, Boards and Commissions

FROM: Carlos Castillo, Jr., Director
Administrative Services

SUBJECT: Monthly to Biweekly Pay Period Conversion - 2008

As we continue to look for opportunities to provide efficient and consistent business
practices within State Government, one of these opportunities is to convert our multiple
pay periods to one, consistent biweekly pay period.

Classified agencies that currently process a monthly payroll are required via this memo
to convert to a biweekly pay period (with a 10-day lag), by December 31, 2008. This
does not apply to employees who are covered under the SLEBC bargaining unit.

The priority in this conversion is to minimize the effect on employees. To assist you with
this effort, Administrative Services has assigned each of you a conversion liaison. Your
liaison will be in contact with you in the next week to schedule a planning meeting.

Some of you have already met with your liaisons and have a plan in place. Others have
been working internally to develop your conversion plans. All of your efforts are
appreciated. Please remember your liaisons are available to assist you and can be
counted on to do so.

cc: Doni Peterson, Deputy Director — AS
William Wood, Employee Relations Administrator
Mike McCrory, State Personnel Director
Paul Carlson, State Accounting Administrator
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WHAT IS A PAY PERIOD AND WHAT IS A LAG?

So, many of you may be asking yourself, what is a pay period and how does it affect me? A pay
period is the period of time for which an employee is scheduled to perform work. A biweekly
pay period equals a 2-week period of work time. Often times, there is pay period “lag” which
means there is a time period that is instituted to process payroll. A “lag” comes after the
conclusion of your pay period work time. Now, that may be much more information than you
ever wanted to know about pay periods and lags, but with that in mind, the State is moving in
the direction of one biweekly pay period with a 10-day lag.

WHAT IS THE 90-DAY NOTIFICATION REQUIREMENT AND HOW WILL IT AFFECT ME?

Agencies who are converting to the biweekly pay period, and have employees covered by the
NAPE/AFSCME Labor Contract, are required to notify their employees’ 90-days prior to the
change. This 90-day notification period allows you, as the employee, time to plan for the
change. As an employee covered by the Labor Contract, you have the ability to waive the 90-
day notification period and your agency will guide you through that process.

How CAN | BETTER UNDERSTAND THE CONVERSION’S AFFECT ON ME, PERSONALLY?

One method of figuring the bottom line affect of the pay period conversion is by contacting your
agency Human Resources staff. Your agency HR/Payroll staff have access to a payroll
calculation worksheet that will help you to understand how your paycheck will or will not be
affected by this conversion.
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POSSIBLE MISCONCEPTIONS OF CHANGING PAY PERIODS

While it may appear that employees are “gaining” or “losing” wages due to the conversion, this
is not the case. Those employees moving from a pay period with a lag of less than 10 days will
receive less than 80 hours pay during the conversion period, but will have more accrued wages
(hours worked but not yet paid) owed to them. Conversely, employees moving from a pay
period with a lag of more than 10 days will receive more than 80 hours pay during the
conversion period, but will have less accrued wages (hours worked but not yet paid) owed to

them.
Monday Tuesday Wednesday | Thursday | Friday | Saturday | Sunday
8 HOURS 8 HOURS 8 HOURS 8 HOURS 8 HOURS 0 HOURS 0 HOURS
1 2 3

8 HOURS 8 HOURS 8 HOURS

& HOURS

8 HOURS O HOURS 0 HOURS

25 26 27 28

Pay Period 1 - 88 Hours Worked
Pay Period 2 - 72 Hours worked
Overtime Weeks - 80 Hours

Option 1 - Pay employee for 88 hours in Pay Period 1, 72 hours in Pay Period 2

Option 2 - Record 88 hours in Pay Period 1, 72 hours in Pay Period 2, but pay 80 hours in each pay period

Option 3 - Pay employee based on two week overtime period (days 11 - 24), record time worked as last day of pay period (day 28)

An example of employees receiving less during the conversion, but having more accrued wages
would be employees converting from a 7 day lag (BW07) to a 10 day lag (BW10). If a full time
employee is earning $15 an hour, their pay for the payroll during which they are converted from
BWO7 to BW10 will have $360 less gross wages (515 X 8 hours/day X 3days). But these same
employees will have $360 more accrued wages (wages owed to them but not yet paid) after that
payroll. The employee’s annual wages reflected on the final pay stub in December and also on
the employee’s W-2 will be $360 less than their “annual salary”, due to the change in accrued
wages verses paid wages.
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WHAT DEDUCTIONS SHOULD | PAY SPECIAL ATTENTION TO DURING THIS CONVERSION?

Below is a list of deductions that may or may not fit your particular situation. This checklist can
help you decide whether or not you need to make any changes to your deductions during this
conversion. Notice there is either a 24 or 26 pay periods reference behind many of the
deductions. This is referencing the number of times that particular deduction is taken during
the year. If you have questions regarding these deductions, please contact your agency Human
Resources staff.

Deduction Changes to Check: (Deductions that are 26 times per year will be 27 times in 2008):

|:| Child Support - 26 pay periods

|:| Garnishments - 26 pay periods

|:| Tax levies - 26 pay periods

|:| Bankruptcies - 26 pay periods

|:| Student loan payments - 26 pay periods

|:| Health insurance - 24 pay periods

D Dental insurance - 24 pay periods

|:| Vision - 24 pay periods

[ ] Life insurance (basic & optional) - 24 pay periods

[] Long Term Disability - 24 pay periods

|:| Flexible spending - 24 pay periods

[_] Additional FIT / SIT - 26 pay periods

D Credit Union (need written notice from employee to change) - 26 pay periods
|:| Deferred Comp (need written notice from employee to change) - 24 pay periods
|:| Savings - 24 pay periods

|:| Parking - 24 pay periods

[] Membership dues (Union, YMCA, Zoo, etc.) - 24 pay periods

|:| Charitable contributions; Employee decides (quarterly, per pay period, lump sum)
|:| Automatic bank account payments (utilities, etc.) — Employee generates
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WHAT Do | NEED To KNOW ABOUT DEFERRED COMPENSATION?

When making the conversion to BW10 from Monthly or another Biweekly pay period,
employees may need to contact their Agency Human Resources to discuss what will happen to
their Deferred Compensation (voluntary retirement ) deductions. If you do not have Deferred
Compensation, you do not have to contact your Human Resources staff.

e Monthly employees will need to change their amounts sent to Deferred Compensation
unless they want to continue with the deduction that comes out of their Monthly check,
coming out of each biweekly check.

o Biweekly employees do not need to make any changes to your deferred compensation
to ensure your end-of-year amount is as originally planned. The only reason you may
want to decrease your deferred comp is to have more net pay if you are changing from a
less than BW10 pay period to BW10 pay period. If you are changing from a greater than
BW10 pay period, you will receive extra pay, and may want to put that into deferred
compensation simply because you have more money to put away.

WHAT AFFECT DOES THIS HAVE ON LEAVE EARNINGS?

Leave follows your regular pay. If you are paid for more regular hours then you will receive
more leave during that implementation period. If your agencies pay period is above BW10 you
will earn more leave in the year you convert (2007 or 2008). If your agencies payroll is below a
BW10 (i.e. BWO7), your leave earnings will be less for the conversion year (2007 or 2008).
NOTE: There is no change to BW10 leave earnings. If your agency is a BW0O7 going to a BW10
pay cycle, the employee will be paid for 7 work days instead of 10 work days on the
implementation pay period. Leave follows by receiving .70 of the employee’s normal leave
earnings.

WHAT HAPPENS WHEN | CHANGE MY EXEMPTIONS?

During the pay period conversion, or at any time during the year, you have the option of altering
the number of exemptions claimed on your W-4. For example, if an you currently claim zero
exemptions and receive a tax refund, it may help to change your exemptions from zero to nine
for example, during the pay period conversion. Less Federal taxes will be deducted for the pay
period in which the exemptions are changed. Prior to making any changes that may affect the
amount of tax refund or payment required; you should always talk to your tax preparer.

Your Human Resources/Payroll staffs have access to what is called a “Pay Calculation
Worksheet.” This worksheet will provide you with what your check will look like if you do
decide to change your exemptions. This can be done prior to making any changes to your W-4
by contacting your Human Resources/Payroll representative.

For additional information regarding W-4’s and exemptions you may want to visit the IRS
website at:  http://www.irs.gov/publ/irs-pdf/fw4.pdf?portlet=3
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W-4 FORM

Form W-4 (20086)

sarnertwo-oh situations. Compiets al workahests
Wit apply. Houwwver, you may claim lewer (o 2ero)

Purposes. Complets Form W-4 sc ®hal :qh.r
amployer can withhold the comect fedesal iIncome

taw from your pay. Because your tax situation may
change. you may wanl & refigure your withhokdng

anch yoar.

Examplion from withholding, i you &ré sasmpl
coirplets only nes 1, 2, 3 4, and T and sapn the
form to valdale B Your for 2006
supiren Febmuary 16, 2007, Ses Pub. 505, T
Witrholding and Extirmabed Tax.

Hoad of housshold. Gonsrally, you may clum
head of housshold #ing stats on your tax retum
ity if you are unmarmisd and pay more than S0%
of the costs of kesping up a home for yourssil snd

Tax credits. You can inks projected tax credits
into aocount in Aguring your allowabls numbssr of
withholding allowances. Credits for child or depan-

SHpenses
be claimsd using the Personal Alowances Waork-
shaet below. !uhl: 19, Mow Do | Adjust My

intaraat and dividendsh and (b anoher parscn can
I ol B8 0 Gependsant O thelr T returm.
Mclmnmnmmmﬂh

Tax [
mmmmmm
Homwage income. I you have & large sncent of

abowarces are claimed on the Form W4 for the
Ihighsat paying job snd Tero alvwances we chaimed
on the ofars.

Monresident alien. If you ane a nonnesident alien,
oe the Instructions for Form 8233 belore complet-

Recerit mame change?l your name on e 1

wuch A of divachiends, S0
the diflem. from thal shown on your social secuty
woekshests on pags 2 adust your m WW:WMFW card, cail 1-800-TT2-1213 1o initiate & rame change
allowances based on iemized mm;nﬂdﬂmﬂh and obinin & social security card showing your cor-
crediis, acpmimenis 0 income, or wo- ] FeT.
Pernanal Al Workshest (Keep for your records.)

A Enter “1° for yoursell if no one else can claim you as a dependent, . . . . .
* You are single and have only one job; or

B Enter 1" if:

# You are married, have only one job, and your spouse does not work: or -

& Your wages from a second job or your spouss’s wages [or the tolal of both) are $1,000 o less.
C Enter “17 for your spouss. But, you may chooss 1o enter “-0-" if you are married and have sither a working spouse or
more than one job. (Entering “-0-" may help you avokd having too Ettle taw withheld) |

Mmoo

Enter mumber of depandents (other than yowr spouse or yoursalf) you will claim on your tax retum |, | .
Enter 1% |lymmllfltuh.ddhnucboldmwmum1mmdmmduhhdafmmn] .
Enter *17 if you have at least $1,500 of child or dependent care expenses for which you plan to claim a credit | |

mme O

(Note, Do mot include child support payments, Ses Pub, 503, Child and Dependent Care Expenses, for detals.)
G Child Tax Cradit inchsding additional child tax credt):
® If your total incorme will be less than $55,000 ($82 000 if married), enter *2" for sach aligible child,

# If your total income will be between $55,000 and $84,000 ($52,000 and $118,000 if maried), enter *1” for each eligible
children.

child plus 1" additional if you have four or more eligible

H  Add ines A theough G and enter total here, (Mote. This may be differest from the number of exsmpticns you claim on your te retum )
® | you plan to ilemize or claim adjustments 1o income and want 1o reduce your withholding, see the Deductions

For accuracy,

complete all | and Adjustments Worksheet on page 2.
worksheels

that apphy. eoceed $35,000 [$25,000 if marned) see the Twe-

L

» H you have mare than one job or are marmied and you and your spouse both work and the combined samings from all jobs
Eamer/Two-Job Worksheet on pags 2 to avoid having too littke tax withheld.

» | naither of the above situations applies, stop here and enter the number from lne H on line 5 of Form W-4 below.

Departmant of e Ty
Irvtmirisd Fiasvars Busuis

Cut here and give Form W-4 to your employer. Keep the top part for your reconds.

Employee's Withholding Allowance Certificate

¥ Whether you are entitiked io claim a certain number of allowances or sxemption from withholding
mhmw&mfmwMMWﬂhﬂnmnllulnrmhlhnlll

OME ho, 15450074

2006

1 Typs or print your frsd name snd milddls indial

Lt navmes

2 Your social sscurity rumber

Homs pddrees fnumber and sirest of ruml Fouts

3 [ singe [ Mamied [T] marmed, but whtihcid st higher Single rate.
Wzba, B i, bui lgaily sepacied. or spoduss i s

ahen, chack fw “Singls” bow,

Clty of Voan, slils, and IIP cods

4 B your basi name differs from that shown on your soclal ssourity
card, check have. ¥ou must call 1-800-TT2-1213 for a new card. I-D

6 Total number of allowances you are claiming (from line H above or from the applicable workshest on page 2)
Additional amount, if any, you want withheld from sach paycheck . |
T | clam sxemption from withholding for 2008, MIMMIMMNNINMMMW
® Last year | had a right to0 a refund of all federal income tax withheld becauss | had mo tax liability and
® This year | expect a refund of all federal income tax withiveld becauss | sxpect 10 have no tax Bability.

L]

If you meet both conditions, write "Exempl” here , , . L -

peraities of perjury, Imﬂlhmmhmmhmmdmmrﬂbﬂd it i tnms, cormect, and complete.
slgnature

Undser
Employes's
{Ferm i Aol vald

unbsss you sign it) Data &

@  Employers name and sddress [Employer: Compiets Bnes B and 10 only f ssnding to the IRS) @ Office coda 10 Emplover sdentfication numisr fEIN}
(= ) .

Far Privacy Act and Paperwork Reduction Act Netice, see page 2. Ca. Mo, 102200 Ferrr W-d 008
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Form W4 008

Page 2

Deductions and Adjustments Worksheet

i

S8 ®~ 6 in ke

chartable

miscelansous deductions. (For 2008, you may have to reduce your itemized deductions if your

is over §150,500 (575,250 if married filing separately). See Worksheet 3 in Pub. Mﬂ-lﬂrdﬂﬁ}
$10,300 ¥ married filing jointly or qualifying widow{er)

§ 7,550 il head of housshold

§ 5,150 if single or mamed filing separstely

Subtract line 2 from line 1. If line 2 is greater than Ene 1, enter *-0-= | |
Wuwupmwwmmﬁqmmmmwmwm
Add lines 3 and 4 and enter the total. (include any amount for credits from Worksheet 7 in Pub, Mﬂ}
Enter an estimate of your 2006 norwage income (such as dividends or interest) . . . . . .
Subtract line & from line 5. Enter the result, but not less than *-0-" , ,
Dhﬁlhmlmnrbym'dmhmmmnmwiﬂm
Enter the number from the Personal Allowances Workshest, ine H, page 1 |

Ade lines 8 and 9 and enter the total here. If you plan to use the Two-Eamer/TwonJob Workshest, siso
enter thia total on line 1 below. Otherwise, stop and enter this total on Form W-4, line 5, page 1 ,

Entter:

L&

L= BT

10

| | || e

Note. Lise this worksheet only if you plan to itemize deductions, claim certain credits, or claim adjusiments to income on your 20068 tax retumn.
itemized i interest,

Two-Earner/Two-Job Worksheet (See Two samaers/two jobs on page 1.)

1
2
k]

LR

Noite. Ulsa this worksheat only if the instructions under line H on page 1 direct you here.

Enter the number from ine H, page 1 jor from line 10 abewe if you wsed the Deductions and Adjustrments Worksheet)
Find the number in Table 1 below that applies to the LOWEST paying job and enter it here |

I line 1 is more than or equal to line 2, subtract line 2 from lne 1. Enter the result here ([if zero, enter
=-0-7) mnd on Form W-4, line 5, page 1. Do not use ths reat of this workshest

withhaolding amount necessary to avoid a year-end tex bill.
Enter the number from line 2 of this worksheet

Enter the number from line 1 of this workshest
Subtract line & from ine 4 | '
Flﬂhmnlthi'!bdmﬂ-qﬂ-thlﬂHﬂrmpbmdmtm. :
uwmh?wnammhmmm-nwmmw .
Dévide line 8 by the number of pay perods remaining in 2008, For example, divide by 26 if you are paid
every two weeks and you complets this form in December 2005, Enltlhr-dth-tmonl!umw-ﬂ.
lina &, page 1. This is the additional amount to be withheldd from sach paycheck . . s e s

4
5

m - W

Note. If ine 1 is less than line 2, enter *-0-" on Form W-4, line 5, page 1. w“umwmmhmw

Table 1: Two-Eamer/Two-Job Worksheet

Marriad Flling Jointly All Others
It wages froes HIOHEST | AND, wages tom LOWEST | Enfor on ¥ wages om HIGHEST | AND, wages fom LOWEST | Entor on H wagas. frosem LOWEST | Enfer on
paring iob e PG job g ina 2 abova | paying o e parying job e ing 2 shovo | paying job e lina 2 shova
$0 - §42,000 - (] $42,007 and ovar A3 0 - 98,000 & N L
450 - 0000 1 2200 - 46,000 T B - 12000 1
0,004 - 18,000 2 4501 - 55,000 B 12,004 - 18,000 2
16,001 Bnd oo 3 55001 - 60,000 ['] 1001 - 6000 a
0.0 - B5,000 0 EO01 - 35000 4
42,001 and ower $0 - $450 [ 85001 - TE,000 i 36,001 - 50,000 5
A5 - B0% 1 TEO0 - 06,000 EH] S0.001 - 65,000 6
Qo0 - 18,000 2 @500 - 106,000 1 66,001 - 80000 T
18,001 - 22,000 a 0500 - 120,000 T 0001 - GO000 L]
2200 - 26,000 4 120,001 and over 5 0,001 - 20000 L]
26001 - 2000 5 A0, 00 mnd ower i
Table 2: Two-Eamer/Two-Job Workshest
Married Filing Jolnthy All Others
Hamges rom HIGHEST Erlar on Wwages rom HIGHEST [Erdar oy
paying ol ane— line T abave Py job 8o lina 7 show
0 - $80,000 4500 30 - $30,000 500
160,001 - 115,000 L] Jo.oon - TEO000 &30
115,001 - 165,000 L] 75001 - 145,000
86,001 - 200,000 1,080 VB 00N - 330,000 1,000
200,001 and ower 1,960 330 601 and over 1,160

Privmcy Aot snd Papereod leducion Act Botics. We ask for Fe infommation on this
e b oty oufl e vl Aawenus s of the Unled Stetes. The inlerel Fersms
Cndie reauies thes aviormation under sectisns M02STHA) enc 8106 ard e

ationel Dirsctory of Meew Hices. W oy slec deckos fhis rformation o other cousines
wnder & s Teary . in leceesl and shle agencies 0 eiorce lederel rontes ol e,
or 1o ledersl e enlorcemect and nisligece agences to ool lerocem.

Youi are not repared o peredde T nformaion reqeesied 50 8 farm that @ subeot 1o

'
from you Sos G BStruCSons for your incoma te

@ Frivted on recyTied paper

in_h‘lhnﬂmﬁhmiuﬁ wa would be happy 1o hear

Administrative Services — Pay Period Conversion
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Employee Pay Period Conversion

2008 - BW10 PAY PERIODS:

Period Pay Check
Number Period Month B Begin Date End Date Date
001 JANUARY 1 12/10/2007 | 12/23/2007 1/2/2008
002 JANUARY 2 12/24/2007 1/6/2008 1/16/2008
003 JANUARY 3 1/7/2008 | 1/20/2008 | 1/30/2008
004 FEBRUARY 1 1/21/2008 2/3/2008 | 2/13/2008
005 FEBRUARY 2 2/4/2008 | 2/17/2008 | 2/27/2008
006 MARCH 1 2/18/2008 3/2/2008 | 3/12/2008
007 MARCH 2 3/3/2008 | 3/16/2008 | 3/26/2008
008 APRIL 1 3/17/2008 | 3/30/2008 4/9/2008
009 APRIL 2 3/31/2008 4/13/2008 | 4/23/2008
010 MAY 1 4/14/2008 | 4/27/2008 5/7/2008
011 MAY 2 4/28/2008 | 5/11/2008 | 5/21/2008
012 JUNE 1 5/12/2008 | 5/25/2008 6/4/2008
013 JUNE 2 5/26/2008 6/8/2008 | 6/18/2008
014 JULY 1 6/9/2008 6/22/2008 7/2/2008
015 JULY 2 6/23/2008 7/6/2008 | 7/16/2008
016 JULY 3 7/7/2008 7/20/2008 | 7/30/2008
017 AUGUST 1 7/21/2008 8/3/2008 | 8/13/2008
018 AUGUST 2 8/4/2008 | 8/17/2008 | 8/27/2008
019 SEPTEMBER 1 8/18/2008 | 8/31/2008 | 9/10/2008
020 SEPTEMBER 2 9/1/2008 | 9/14/2008 | 9/24/2008
021 OCTOBER 1 9/15/2008 9/28/2008 10/8/2008
022 OCTOBER 2 9/29/2008 | 10/12/2008 | 10/22/2008
023 NOVEMBER 1 10/13/2008 | 10/26/2008 | 11/5/2008
024 NOVEMBER 2 10/27/2008 | 11/9/2008 | 11/19/2008
025 DECEMBER 1 11/10/2008 | 11/23/2008 12/3/2008
026 DECEMBER 2 11/24/2008 12/7/2008 | 12/17/2008
027 DECEMBER 3 12/8/2008 | 12/21/2008 | 12/31/2008

Administrative Services — Pay Period Conversion
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Employee Pay Period Conversion

2008 CALENDAR

BW 10 Pay Period Calendar
3
2008

January February March April
s MT WT F & S MT WT F & s MT WT F s S M T WT F 8

PR B S 1 2 1 I Z3 8 s
& 7 8 9 01112 3 4 5 & T 8B 9B 2 3 4 CRAED W OE & 7 8 9 DIz
1214 15 76 171819 1011 1213 14 15 16 9 1D 1T 32 1371415 12 14 15 16 17 18 19
20 21 22 23 24 25 26 17 18 19 20 21 22 23 16 17 18 19 20 21 22 20 21 22 23 24 25 26
27 28 29 30 21 24 25 26 27 28 29 23 24 25 26 27 28 29 27 28 29 30

30 31
May June TJuly August
S MT WT F S S MT WT F S S MT WT F S S MT WT F S
| A T I & 2 a-n & T 1" 23 4 ‘5 |
4 5 6 7 8 2 10 8 9 1011 12:12 14 & 7 8 9 111 12 3 4 5 6 7 8B 9
11 12 13 14 15 16 17 15 16 17 18 19 20 21 12 14 15 16 17 18 19 10 11 12 12 14 15 18
18 19 20 21 2z 23 24 22 23 24 25 26 27 2B 20 21 22 23 24 75 26 17 18 19 20 21 22 23
25 26 27 28 29 30 31 22 30 27 28 29 30 311 24 25 26 27 2B 29 30
31

September October November December

S MT W T F 8 S MT W T F 8 S MT W T F S8 S MT W T F S8
1 2 2 4 5 6 12 2 4 1 1 2 2 4 5 6
7 8 9 10 11 12 13 5 6 7 8 % 10N 2 3 456 7 B 7 8 9 10 11 12 13
14 15 16 17 18 19 20 12 13 14 15 1& 17 18 9 10 11 12 13 14 15 14 15 16 17 18 19 20
21 22 23 24 25 26 27 19 20 21 22 23 24 25 16 17 18 19 20 21 22 21 22 23 24 25 26 27
28 29 30 26 27 28 29 30 31 23 24 25 26 27 2B 29 28 Z9 30 31
20
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Employee Pay Period Conversion

WHY ARE WE DISCONTINUING PRINTING PAY STUBS?

As conscientious state employees we are always seeking ways to decrease costs and provide
administrative efficiencies in what we do. This is one method of addressing both issues. As you
become more and more familiar with automation, Employee Self Service is a regular topic of
discussion. Many of the services that you previously relied on someone else to complete can
now be done by you. This is one of those services.

Administrative Services — Pay Period Conversion
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Employee Pay Period Conversion

How Do | CONTACT THE HELP DESK IF | NEED MY PASSWORD RESET?

There are a couple of ways to request a password reset. When you sign-on to NIS you can click
on the “Forgot Password” box (see red arrow). The “Forgot Password or Revoked ID” box will
appear. By completing this form and clicking the Submit button, you have requested your

password to be reset.

Another method of contacting the IT Services Help Desk is to call (402) 471-4636 or 800 982-
2468, or email HELPDESK@CIO.NE.GOV for assistance. (DHHS employees please contact your
internal DHHS Help Desk to request your password to be reset).

The IT Services Help Desk is available from 7:00 AM to 5:30 PM (Central time), Monday through
Friday with the exception of State holidays. During non-business hours, callers will be
transferred to another service area that is on duty at all times.

AdministrativeServices

Nebraska Information System
(N.L.S.) Division

Viewing & Printing Your Paystub:

In an effort to continually improve the paystub
printing process, we are regularly updating the
instructions for reviewing and printing paystubs
based on employee feedback. Please click on the
red "Updated Instructions for Reviewing & Printing
Your Paystub” button to the right to get the most
updated information.

Clicking on the button will take you to a printable
Quick Reference Card (QRC) with step by step
instructions (the QRC also has a link to more
detailed instructions with screen shots). If you are
signing onto NIS to view and print your paystub be
sure to follow the instructions carefully. It is
recommended that you print the QRC and use it as
a guide.

If you have followed the work instructions, but are
still having trouble, make sure your Internet Explorer
settings are correct. They can be found by clicking
on the "Internet Explorer 7.0 Settings” button to the
right. Also, review the FAQs on the Technical Help
page on the NIS site.

If you continue to have problems contact the Help
Desk (1-800-982-2468).

NIS Home Page | NIS Training Manuals | Address Book | NIS Training

Welcome to the
Nebraska Information System

This is a goven t computer syst Unauthorized acce
is prohibited. Anyone using this system is subject to
itoring. U thorized access or attempts to use, alter,

destroy or damage data, programs or equipment could result
in criminal prosecution.

"Sign on to NIS

Updated Instructions for Reviewing

& Printing Your Paystub

TnlqrnﬂlEpron':r o Submit ’ Forgot
7.0 Settings Problem Password

v Training * NIS Home
Manuals Page
NIS Tip

NIS is now compatible with Internet Explorer 7.0
(IE7).

Please note: NIS is not compatible with Vista or
Office 2007 at this time

NIS Web Based Training | EnterpriseCne Thin Client | Low - Interactivity

Administrative Services — Pay Period Conversion
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Employee Pay Period Conversion

How Do | ACCESS, VIEW AND PRINT MY ELECTRONIC PAY STUB?

Remember, before you can view your paystub you must have your NIS Userid and password
handy. If you’ve forgotten them, please see page 17 on how to contact the Help Desk to
activate both your Userid and password.

To assist you through the process of viewing your paystub, step-by-step instructions have been
developed, as well as, a quick reference card or QRC. Both can be accessed by clicking the red

button on the NIS sign-on screen (see red arrow below).

A couple things you should know, 1) you can actually review your pay stub online prior to your

actual pay date and 2) you can view your leave balances and employee profile from the

Employee Self Service menu as well.

AdministrativeServices
Nebraska Information System

(N.L.S.) Division

Viewing & Printing Your Paystub:

In an effort to continually improve the paystub
printing process, we are regularly updating the
instructions for reviewing and printing paystubs
based on employee feedback. Please click on the
red "Updated Instructions for Reviewing & Printing
Your Paystub” button to the right to get the most
updated information.

Clicking on the button will take you to a printable
Quick Reference Card (QRC) with step by step
instructions (the QRC also has a link to more
detailed instructions with screen shots). If you are
signing onto NIS to view and print your paystub be
sure to follow the instructions carefully. It is
recommended that you print the QRC and use it as
a guide.

If you have followed the work instructions, but are
still having trouble, make sure your Internet Explorer
settings are correct. They can be found by clicking
on the “Internet Explorer 7.0 Settings” button to the
right. Also, review the FAQs on the Technical Help
page on the NIS site.

If you continue to have problems contact the Help
Desk (1-800-982-2468).

NIS Home Page | NIS Training Manuals | Address Book | NIS Training

Welcome to the
Nebraska Information System

This is a goven t computer syst Unauthorized acce
is prohibited. Anyone using this system is subject to
toring. U thorized access or att ts to use, alter,

destroy or damage data, programs or equipment could result
in criminal prosecution.

‘Sign on to NIS

Updated Instructions for Reviewing
& Printing Your Paystub

Internet Explorer o Submit ’ Forgot
7.0 Settings Problem Password
Cl .
Training NIS Home
Manuals Page

NIS Tip

NIS is now compatible with Internet Explorer 7.0
(IET).

Please note: NIS is not compatible with Vista or
Office 2007 at this time

NIS Web Based Training | EnterpriseCne Thin Client | Low - Interactivity

Administrative Services — Pay Period Conversion
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Employee Pay Period Conversion

QUICK REFERENCE CARD — PAY STUB REVIEW AND PRINT

Pay Stub Review and Print

Quick
Reference Plzase print this Quick Reference Card to help guide you through the process of viewing
and printing your paystub.
Ta Do This
Pay Stub Review and StEP'S

Print

ds} It is highly recommended that you print this Quick Reference Card to use as a guide
when viewing and printing your paystub.

A, Before you begin, make sure you have the correct settings for Internet Explorer. The
¥ g ¥ g R
Internet Explorer 7.0 setfings for NS can be found at: hitp-{/nis.ne_ gov, and click on
the Internet Explorer 7.0 Settings button.

1.Go to the sign on page for MIS at hitps:finis.ne.gov.
2. Click on the Sign onto NIS button, and enter your User ID and Fassword.

ds}lfyuu hawe forgoften your User |D please contact your Human Resources
representative to obtain it.

ﬁs}lfyuu do not remember your password, click on the Forgot Password button.

3 %ou may need to select your Role. On the left hand side of the screen you will see
Roles. If you have multiple roles you will ses a drop down box under Roles. If you ses
a drop down box, select ESS and click the double arrows to the right of the drop down
box. If you do not see a drop down box, then you do not have o do anything for this
step and can procesd to Step 4.

4_(On the menu on the left hand side of the screen select State of Nebraska, then select
Self Service, then select Pay Stub Review and Print.

ﬁs}Du naot select Employee Self Service.

5 Choose the pay stub you would like to review and click Select from the menu bar at the
top.

8. To print the information, click Form, and then Print. When the Printer Selection window
appears click OK.

T.Click Form, and then click on Submitted Jobs.

B This will take you to the Submitted Job Search screen, and the top row will be the
mast recent job you submitted. Make sure the Description says DONE. it does not,
click Find to refresh the screen uniil it does say DONE. Mext select the top row by
clicking the box to the left of the row. Then dlick on Row, and then VIEW PDF.

» This will bring your information up in a printable POF document.

-"j:'- If you have difficulty viewing the POF document, make sure your Internet Explorer
settings are comect. You can find the settings on the MIZ Sign ©On Screen
(httms:nis.ne.gov) and click on the Internet Explorer 7.0 Settings button, or click hare:
hitpe/fwwrw.das. state ne.us/nisfech helpitech info helpinternet Expl7 Seftings QRC.
pdif.

» For more detailed instructions with screen shots and how to print. go to this link:
http-/’www.das state.ne.us/nisfirainingmanuals/810 training manualsthrp/HRP Wi L
T3a ESS Pay Siub Review.pdf

-

& MIE is not compatible with Microsoft Office 2007 or Windows Vista at this time.
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