NISMANAGER SELF SERVICE INSTRUCTIONS

Getting Started

Overview

Sign on to NISin order to review infor mation on employeesin your chain of

command.

Steps

Go to http://imww.nis.ne.gov. You will be at the screen shown below.
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Left click once
here to enter NIS

Sign on to NIS

As you begin the process of sighing on to NI3 you will be
asked for your TSERID and PASSWORD. Ifyou do not
kenow your userid or password, if you encounter any problems
or have any questions about the sign on process or the NI3
System you will need to contact the HELP Deesk at (402)
471-4636 or 1-800-982-2468. To sign on to NI3 click the
above button
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The Mebraska Information System was designed to integrate
our business processes and systems, to improve the quality
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Step 1
Type your
user ID

here

PeopleSoft.
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Step 2
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password
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Left click on Yes if this
box appears (may not
appear for everyone).
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PeopleSoft.

Open Applications: 75
You have no running applications.
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Choose the role named HR_PR#
from the drop down menu and then
click on the doubleright arrow
next totherolein order toload

your menu options.
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PeopleSoft.

Open Applications: 75
You have no running applications.
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Left click once on State of Nebraska
to bring up your menu options
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PeopleSoft.

Open Applications: "':;
You have no runhing applications.
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Roles:

HR_PR #22 =

— Suhrmit Joh
— Wiew Joh Status
= State of Mebraska
[ Authorized Agents
[ Employee Self Service Menu
= Hurman Resources and
FPayrall - Agencies

Step 7

Left click once on “Human
Resources and Payroll -
Agencies’ and then left click

[> Benefits Administration
[ Employes Maintenance
[ Inguiries & Reports

— Employee Waork Center
— Manager's

w ‘Manager Self Service.’

Step 8

Winrkbench v
— Supenisor Time
Entry Approval
Delegation
[= Payrall
[ Position Control
[ User Options
— by Systerm Options
— hily Systern Profile
—Waork Wyith Warlk Center

— Help

Left click once on Manager’s
Workbench.

Please click the links below for instructions on viewing information for your employees

through the Manager’s Workbench.

VIEWING EMPLOYEE LEAVE BALANCES

VIEWING EMPLOYEE ADDRESS INFORMATION

VIEWING EMPLOYEE PROFILE



http://www.das.state.ne.us/nis/trainingmanuals/810_training_manuals/hrp/HRP_WI_L8_T1.b_MSS_%20Review_Employee_Paid_Time_Off_Information.pdf
http://www.das.state.ne.us/nis/trainingmanuals/810_training_manuals/hrp/HRP_WI_L8_T2.b_Review_Employee_Name_and_Address_Information.pdf
http://www.das.state.ne.us/nis/trainingmanuals/810_training_manuals/hrp/HRP_WI_L8_T2.c_Review_Employee_Profiles.pdf
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