NIS #15 – April Update

This will bring you up-to-date on the activities and functionality of the Nebraska Information System (NIS), now that we've been "using" it for several months.

Help with ID/Password or Access to Screens:  If you get locked out of NIS (which will happen on the third try if you have your ID or password wrong), contact Bob Lundberg or Jean Jordan and they will see that your password gets reset and notify you of your temporary password.  NIS will then prompt you to change your password -- keep that new password in a secure place for your ongoing use.  DO NOT call the Help Desk directly for ID/password problems.  

If you can't access screens that you think you need to see, contact the staff person listed below for the functional area you're working on.  In most cases it will be a financial transaction, and Paul can help you, or he can contact Bob Lundberg if your access level needs to be changed.  If you are having what seems to be a "system" problem, contact the Functional Lead first.  Others may have had the same problem, and someone in NDE may be able to provide the solution immediately.  If the Help Desk needs to be involved, generally it should be the role of the Functional Lead to contact them and then to share the answer with any others who may need to know.   

Payroll:  Paul Haas, Payroll Lead, has been getting us paid, and we really appreciate that!  Given the choice among easy-to-understand paystubs, correct leave balances, or money, most of us would choose money, and this is why correct paychecks have been the highest priority for the Statewide NIS Team.  NIS's ways of handling out-of-the-ordinary situations are becoming more understandable, and procedures are being developed to handle them, although surprises are still happening.  The time/leave reporting process has gone smoothly, but see the HR paragraph below for additional paystub and leave balance information.  

Financials:  Paul Haas is also the Financials Lead.  Going live with this function on March 1 drew attention to the complexity of NIS, as we tried to align business units with document preparers, approvers, and posters, and get the bills paid.  Those who have interacted successfully with NIS will vouch for the fact that when all parts are working the way they should, the system is quick, easy, and effective.  The parts that cause problems are being looked at one by one by the statewide team and by the agencies.  NDE's accounting and fiscal staff are learning to do their entire job in totally new and different ways, and at the same time are helping all staff adapt to the changes.  Your willingness to also adapt is greatly appreciated.  

A few financial things to note:

Expense Reimbursement: For a time, NIS issued ONLY warrants for expense reimbursement.  It has now been changed so that you receive your expense reimbursement the same way you receive your paycheck, and there are no other options.

Invoice Preparation: Attached are "NDE Interim Processes for NIS," which will answer a number of questions that have come up about paying bills.  Remember to always put the invoice number in the correct field.  If you do not have an invoice number, put a description of what you are paying for.  Only 25 characters print to provide the "explanation," so be as consistent and specific as you can so the payee will know what the payment is for.  (Their total check or EFT may include not only what you are paying them, but payments from other state agencies as well.)  To minimize the number of phone calls and questions, give the best information possible in the Invoice and Remarks fields.

IBT (Intrastate Business Transaction) (formerly ITD - Intrastate Transaction Document):  An IBT is used for payments from one State agency to another.  It is created by the agency that is owed the money.  If you have more than one IBT for a payee, you must create a separate "document" for each IBT, but you can process them in the same "batch."  

Operating Rules:  NIS has changed the process part of how we do our work, but the rules remain the same (such as statutes, DAS Guidelines, NDE Administrative Memorandums, IRS guidelines, etc.).  For example, the same level of detail is required, multiple stops in a city must still be listed; expense documents must still be signed; documents undergo the same level of pre-audit as before; and meal guidelines remain the same.  

Documentation:  Ultimately we expect nearly all documentation to reside in the electronic system.  The "official" copy of any payment document will always reside in Central Accounting.  However, you should feel free to retain copies in your files to meet your immediate needs, as you have always done.  If you want to build your records around the Posted Report document returned to you by Central Accounting, be advised that it contains all of the numbers necessary to locate it, either physically or electronically. 

Address Book Numbers:  When searching/inquiring about an Address Book number, you will get better results searching by Taxpayer ID (FTIN) in the "Address Book Inquiry" rather than searching by a name in the "Word Search Inquiry."

HR:  Jean Jordan is the HR Lead.  The HR basics are in place, and we look forward to the day NIS will be a fully functioning personnel system.  

Leave Balances: The Statewide NIS Team has identified the necessary "fix" to the system to correct leave balances and is working with agency staff on a cumbersome reconstruction process to make corrections.  The good news is that they expect the leave information on May paystubs to be correct.  The bad news is that we understand they do not expect the format of the paystubs to improve because of software constraints.  Therefore, at the end of May we will give you some pointers about (1) reading your paystub and (2) checking your leave balances.  On April paystubs, leave information appears to be virtually worthless, so once again our apologies!    

ESS:  We hope that enhancements to Employee Self Service will eventually let all employees be more directly involved in NIS by entering emergency contact information, selecting benefits, and looking online for answers to questions.  We do not know the status of the problem that prevents anyone with "functional access" (like entering or approving financial documents) from seeing their ESS information.   

Fixed Assets:  Mike Weber is the Fixed Asset Lead, and that function was live on March 5.  This is what we previously referred to as "inventory."  (FYI, "inventory" in NIS now means things like piles of rock for the Dept. of Roads or medical supplies for HHSS facilities.)   A "fixed asset" for NIS purposes is a purchased item costing $1,500 or more and having a useful life of more than one year.  Relatively few NDE staff work with fixed assets in NIS, the system has been customized for NDE use, and Mike reports that this function is working well.

Procurement:  Harlan Feather is the Procurement Lead.  The contract part of procurement went live on April 1, and Denise Thege is learning to use the system for entering the contracts prepared under NDE Administrative Memo #110 for "independent contractors."  Contracts that establish an "employee-employer relationship" connect with NIS through HR/payroll.  Once the rest of the procurement function goes live, all purchases will be done in NIS, from the purchase requisition or purchase order to initiate the purchase all the way through to the payment to the vendor.

Grants:  Greg Prochazka is the Grants Lead.  Working with grants in NIS continues to be a challenge.  Fiscal staff are learning by trial and error how to access grant balances and detail.  The NIS conversion of NAS grant history was a little short of perfect, and some grant balances are not correct.  Greg and the fiscal staff are spending considerable time researching and verifying or correcting grant balances.  If you have questions on specific grants, contact your fiscal person.

Summary:  Originally we had a training plan that was pretty organized and comprehensive -- at least on paper --  but a number of things have caused us to reduce it to a day-by-day approach.  As there is a demand for NIS information or training sessions, we intend to provide them, but it will be much easier as the system gains stability and there are clearer and firmer answers.  In the meantime, we're trying to give you what you need when you need it, and hoping to not overload you with any more than you need.  As we've done with accounts payable, we plan to provide training tailored to NDE's needs and procedures.  Manager Overview training is in the planning stage and will address the various fiscal functions.  

The goal of NIS continues to be getting employees paid, bills paid, and aid payments made.  As the Statewide NIS Team continues to fix problems, agencies will be able to review their work and how they use NIS to better support that work.  Mike Stefkovich will lead NDE's effort, beginning this summer, to use the technology of our new system to make processes easier and allow us to work more effectively.  Feel free to contact Mike or any of the leads identified above with questions.  
