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Entering Employee Information

The EMIS Employee Data screen contains information (attributes) about the employee, e.g., name,
identification number, filer status, and other information specific to that employee. This is the main data
table for employees, the “parent” table, and all ethics action records are related to a specific employee.
Each ethics action is a “child” record to the parent employee information. The employee data table
does not include information about any ethics forms. For assistance with employee-based questions,
contact your NEO Ethics Specialist or the EMIS Administrator.

Automatic Addition of Employee Information

Every two weeks, data in EMIS are compared to data in the nVision HR database. New data are
downloaded and ethics officials are alerted to the changes. Only employees are added. Non-
employees are not added to EMIS.

New employee records created within the past 30 days are shown on the user's EMIS Home page. The
list includes records created automatically from the HR database download, records created following
completion of the New Employee Ethics Orientation, and records created manually by EMIS users. The
HR database download and completion of New Employee Ethics Orientation are the preferred means
of EMIS record creation.

The View Alerts list shows changed employee information, with old and new values for changes which
may be affected by ethics rules and regulations, e.qg., filer status. An IC Admin user must review the
Alerts after every download to ensure that all ethics requirements which may be affected are identified
and implemented.

Add an Employee to EMIS

If an employee needs to be added to EMIS before the data download adds the employee, or before the
New Employee Ethics Orientation training is completed, type in as much information as you know about
the employee. See Figure 1 for a view of the employee information screen and list of ethics actions.
Enter the information, paying close attention to the following issues:

* Use the Get NIH ID button to retrieve the employee’s HHS ID number (number on the back of the
ID badge).

* SAC is available in NED if you open it from an NIH computer: http://ned.nih.gov/

* Ensure that names are spelled correctly.

» The employee’s SSN is no longer required. Until the SSN field is removed, type the NIH ID
number in the SSN field.

» If you do not have the pay plan, enter 99 in the pay plan field as a temporary over-ride. This
allows you to save the record. Keep track of records with the incorrect pay plan so you can
ensure that each is corrected following the HR data download.

 Employee pay plan, grade, and position title will be added by the next HR download.
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»  For Filer status, indicate whether the employee must file a financial disclosure report (OGE 278 or
OGE 450). Choose HHS 717-1 for clinical investigators who must file the HHS 717-1 but who are
not required to file either the OGE 278 or OGE 450. For all other employees, choose Ethics
Training.

» Termination date means when the employee leaves the NIH. Change filer status to None.
* In Notes, indicate Entry on Duty (EOD) date if known. If employee is transferring from another IC,
enter date transferred. Format is date, message, first initial and last name, e.g.,
2/10/10 Tx NCI to OD. No paper file. PBJelly
1/1/08 EOD. PBJelly

* When data are correctly typed, choose Save at the bottom of the screen (not pictured).
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Figure 1. Employee Data Screen
Update Employee Information
e Search for and open the employee record. See Figure 1.

» Edit the field(s) as needed, e.g., for a new financial disclosure filer add the filer effective date and
choose the appropriate filer status option from the drop down list.
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» Choose Update at the bottom of the screen to save and update the information.

See the separate procedure for transferring employees between Institutes and Centers (ICs). The
transfer instructions include a list of the System Administrative Codes (SAC) for the ICs. The
document is available at: http://ethics.od.nih.gov/EMIS2/HINTS/Transfer-Employee-SAC.pdf.
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