NH FIRST Phase 2 Enrollment Form
Return to: 
Department of Administrative Services  -  Division of Personnel - Bureau of Education & Training
25 Capitol Street, Concord, NH 03301		FAX:  (603)271-1422

	Employee Name
	Employee Title
	Agency
	Supervisor Name

	
	
	
	

	eMail Address
	Telephone
	Agency Process Level 
	

	
	
	
	

	Use this form for two purposes:
1) To enroll in training offered for NH FRIST Human Resources and Payroll system functions
2) To apply for user system access based on a personal user account with agency-level security for specific HR/payroll functions
Each employee to be trained to use NH FIRST HR/payroll functions will need a personal user account.  Therefore this form needs to be completed in both sections and contain the authorization by your Agency Head or a designated Agency power of Attorney holder for HR/payroll functions.

	Section 1:  Enrollment for Training

	Agencies are offered two types of classes.  
1) Agency Human Resources Administrator, or
2) Agency Payroll Administrator
An employee should enroll in one class.  Enrollment will be on a first-come-first served basis.
It is very important that you indicate a 1st, 2nd and 3rd Choice.

	Class type 1:  Agency Human Resources  Administrator Class

	The Agency HR Administrator class is designed to teach all functions of the NH FIRST human resources management system.  
These include:  online job/position requisitions and postings; candidate applications and certification; new hire processing; benefits enrollment and administration; leave administration; ongoing employee HR record maintenance; employee payroll record maintenance; payroll processing; transfers and terminations.

This class convenes for three consecutive days from 8:30 to 4:00.
This class is offered eight times.  

	Agency HR Administrator
Class Offerings:


An Agency HR Administrator should enroll in one 3-day class.
	HR Class 1
December 11,12,13
TUE-WED-THU
HR Class 2
December 11,12,13
TUE-WED-THU
HR Class 3
December 18,19,20
TUE-WED-THU
HR Class 4
December 18,19,20
TUE-WED-THU
	HR Class 5
January 2,3,4
WED-THU-FRI
HR Class 6
January 2,3,4
WED-THU-FRI
HR Class 7
January 9,10,11
TUE-WED-THU
HR Class 8
January 8,9,10
TUE-WED-THU

	 Indicate Enrollment Choices for Agency Human Resources Administrator Class

	Please indicate 1st, 2nd, 3rd Choice of Class for employee
	1st Choice
HR Class #
	2nd Choice
HR Class #
	3rd Choice
HR Class #

	Input a Class Number in each box:

	
	
	


Continued on Page 2
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	Class type 2:  Agency Payroll Administrator Class

	The Agency payroll Administrator class is designed to teach the functions of employee payroll record maintenance; payroll processing; leave administration; and benefits administration only.

These topics are also covered in the Agency HR Administrator class – so a person who enrolls in the Agency HR Administrator class does not need to enroll in the Agency Payroll Administrator class.
This class convenes for one day from 8:30 to 4:00.
This class is offered eight times.  

	Agency Payroll Administrator
Class Offerings

An Agency Payroll Administrator should enroll once.
	Payroll Class 1
December 11 TUE
Payroll Class 2
December 13 THU

	Payroll Class 3
December 18 TUE
Payroll Class 4
December 20 THU

	Payroll Class 5
January 2 TUE
Payroll Class 6
January 4 THU

	Payroll Class 7
January 8 TUE
Payroll Class 8
January 9 WED

	Indicate Enrollment Choices for Agency Payroll Administrator Class

	Please indicate 1st, 2nd, 3rd Choice of Class for employee
	1st Choice
Pay Class #
	2nd Choice
Pay Class #
	3rd Choice
Pay Class #

	Input a Class Number in each box:

	
	
	

	Section 2:  Agency System Access Request

	
Please Note:

The second part of this process is to complete the
State of New Hampshire NH FIRST System Access Request form for Time Management/HR/Payroll and send it to DAS, FDM NH FIRST Security, 25 Capitol Street, Room 113, Concord, NH  03301

A copy of this form will be posted at http://sunspot.nh.gov/erp/projectlinks.aspx and a copy is also included in the email message containing this Enrollment form.

The NH FIRST System Access Request form for Time Management/HR/Payroll is necessary to ensure that the employee has the access necessary to perform the functions to be trained.

The NH FIRST System Access Request form for Time Management/HR/Payroll must be signed by an Agency head or an authorized Power of Attorney for HR/Payroll for the agency.


	Section 3:  Suggested Preparations for Training

	
If you have not done so already, please go to the NH FIRST Phase 2 blog , register as a user and subscribe to automatic email notices.  This blog will be an important source for timely updates on project activities and system news following the implementation. 

Here is blog the address:  http://intra.nh.gov/blogs/p2nhfirst/

Prior to training, please take some time to review the NH FIRST Phase 2 Black Diamond Guide.

This document is posted in two versions on the NH FIRST Phase 2 blog.  The recent posting contains a streamlined version containing new process descriptions and a glossary of terms that will help provide an orientation and make the training class more productive.  An earlier version contains many screen prints of the new system.


	



