NIS #2 – Payroll Go-Live

After considerable discussion yesterday, the NIS (Nebraska Information System) team notified us today that all systems are GO for the payroll go-live in January.  This means they will generate January payckecks for all State employees using NIS.  Central Accounting and Human Resources are continuing to enter data and run test payrolls.  In preparation for January's payday, all of December's time and leave information will be entered in NIS.  An important difference is that beginning in January, if your time/leave report is NOT entered into NIS, the system will NOT generate a paycheck for you.  Below is some critical information.  Another message will be coming on Wednesday of next week. 

1--Preliminary steps.

If you haven't checked the NIS website for general information, please do so at http://www.das.state.ne.us/nis.

If you haven't taken the web-based training through the NIS website called "System and Reporting Basics," please do so.  Keep checking the website for additional web-based training expected soon.

2--Time/leave reporting status: which group are you?

1) exempt employees (not eligible for overtime) paid from a single line of coding (This is called "exception reporting" because you only report "exceptions" to work time, like vacation, medical, or funeral leave, etc.)

2) non-exempt employees (eligible for overtime) paid from a single line of coding (You must report hours worked and leave taken in order to calculate any overtime.)

3) exempt employees (not eligible for overtime) paid from multiple lines of coding (Even though no overtime is involved, you must record hours worked for each assigned program, grant, etc.)

4) non-exempt employees (eligible for overtime) paid from multiple lines of coding (You must report hours worked and leave taken for overtime calculations, as well as hours worked for each assigned program, grant, etc.)  

3--Multiple lines of coding: see below for workshop schedule!

Employees (exempt and non-exempt) who are paid from multiple lines of coding use time certification when reporting time worked and leave taken.  Those employees will continue to report on an Excel spreadsheet similar to the one currently used.  Sessions will be held in the Tech Center Lab on December 16, 17, 18, and 19 to show you how to use and how to approve this form.    

4--Approve multiple lines of coding: information coming.

Supervisors who approve time/leave reports containing multiple lines of coding but aren't required to time certify themselves will be provided written information and one-on-one assistance beginning later in December.  You're welcome to register for a hands-on session (where information on approving will be included), but attendance is not required.  

5--For those who are paid from a single line of coding: watch for more information next week.

There are still a few uncertainties about how we will handle time/leave reporting for those paid from a single line of coding (whether you are exempt or non-exempt).  HR and Accounting staff are going to a testing session next Tuesday.  We have the Tech Center Lab reserved for the week of January 6 for this training.  Detailed information will be part of NIS #3 next week.

SCHEDULE:

Two-hour sessions will be held in the Tech Center Lab on 6th floor on December 16, 17, 18, and 19.  Sessions will run as follows:  

8:30 am to 10:00 am

10:30 am to noon 

1:00 pm to 2:30 pm

3:00 pm to 4:30 pm

REPLY TO THIS EMAIL TO REGISTER FOR A SESSION.  ATTENDANCE IS LIMITED TO  12 PARTICIPANTS PER SESSION.

FROM THE NIS IMPLEMENTATION TEAM (Cathy Callaway, Pam Goeschel, Paul Haas, Lori Henkenius, Tracey Hillman, Jean Jordan, Greg Prochazka, Henry Rodriguez, Mike Stefkovich, and Cinda Wacker)

