NIS #3 – Access to NIS Employee Self-Service (ESS) and Manager Self-Service (MSS)

As was reported on December 6 in NIS #2 -- Payroll Go-Live -- our January payroll checks will be produced by the Nebraska Information System (NIS).  The email also discussed how we will report December time worked and leave taken, which is the information used for calculating January pay.  This is a reminder that if you are time certified across multiple lines of coding, you need to attend one of the training sessions the week of December 16.  NIS #4 will be out yet this week and will discuss time and leave reporting for those who do not time certify.  

Also coming soon will be the Employee Self-Service (ESS) capability, which will let employees review personal information, change personal information, enter time worked and leave taken, check leave balances, keep track of performance appraisals, and select benefit options during open enrollment.  Manager Self-Service (MSS) will give managers access to select information for each of their employees, provide performance management recording and tracking, and allow managers to fill positions using the employee requisition capability.  

The ESS and MSS capabilities will be activated in the near future, and we will notify you and provide additional assistance as soon as that takes place.  At that time, please feel free to view your personal information in the system.  However, do not use the ESS capability to change any information in the NIS system until you are instructed to do so.  All changes to employee information must go through the Department's Human Resources office for the following reasons:

ESS and MSS must still undergo controlled stability testing in the live environment.  

Central Accounting, HR, and Financial Services will monitor system stability in order to report concerns to the appropriate NIS contacts and implement their solutions.   

NIS is an integrated system, meaning that information is only entered once but shared across all modules.  However, we cannot yet assume that all of the links across all modules are active and thus will make the change when appropriate.

This interim period will allow NDE to evaluate the system's functionality in a live environment instead of a test environment and to identify any necessary changes in Department processes to accurately and efficiently use the capabilities of NIS, and to work with affected staff to implement those changes.

With these limitations in mind on the use of the Employee and Manager Self Service, how do employees access and verify their information?  We have been informed that starting the week of December 16 ESS and MSS web-based training will be available under the Web Based Training link at http://das.nol.org/nis/training/index.html#endusertraining.  If you haven't taken the web-based training for  "System and Reporting Basics," it can be found on the same website.  We have told you that the J D Edwards training package for "System and Reporting Basics" does not work for those using Macintosh computers.  We understood that the ESS and MSS training was being written specifically to allow Macintosh access, but we have now been told that is not the case.  We will determine the best way to provide our Macintosh users the information needed to access ESS and MSS.  We have been assured by the NIS project team that Macintosh access to the actual NIS system will be fully functional.

 We can't emphasize enough the need to keep our HR and payroll information accurate.  If you have questions or problems, please ask the staff of the Human Resources office for assistance. 
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