NIS #4 – TIME/LEAVE REPORTING

This will summarize the time/leave reporting information you've received over the past several days.  The transition to the Nebraska Information System (NIS) is an enormous change for State Government and will provide technology to serve well into the future.  One of the disappointments in the system, however, is that the time entry and leave reporting function (part of NIS's Employee Self Service menu) has not met expectations.  To have NIS generate paychecks beginning in January, NDE will implement the following procedures, in order to work around the shortcomings relative to security and audit requirements.

Time entry/leave reporting:  For employees who complete only the one-page time/leave report because they are paid from a single line of coding, we hoped that the time entry function in NIS would meet all the identified needs.  That may be the case after the NIS Team completes additional work and upgrades, but it is not true now.  Therefore, for the foreseeable future, NDE has made the decision to continue with paper reporting to HR.  The NDE Time/Leave Report for both exempt (not eligible for overtime) and non-exempt (eligible for overtime) employees is located on Inside NDE under "Internal Forms."  Please continue to report your time worked/leave taken on that form following the procedures you have been using, and submit it to HR by the 6th working day of each month.

Time certification:  For employees who time certify and distribute their time over more than one line of coding , NDE realized some time ago that NIS would not be user friendly.  As a result, Paul Haas developed a spreadsheet similar to what you have been using for time certification, which Central Accounting/Payroll will use to upload required information into NIS.  Many employees were trained on that spreadsheet the week of December 16, and we will continue to work with those who did not participate in the training.  All employees who certify their time across multiple lines of coding will receive a follow-up email with additional information and a copy of the revised instructions. 

Early in the new year, we will begin working with NIS's other Employee Self Service functions and will provide you with additional information and orientation.  In the meantime, please call HR with any questions you have -- we need to be aware of everything that comes up in order to address it, to respond to your questions, or to put you in touch with someone who can.  Thanks!

