
Nebraska Child Support Website Visual Instructions 
 
Adding An Employee 

1. Log into your employer account. 



2. Click the hamburger menu, and select “Employee List”

 



 



3. Click “Add Employee” 

 



4. Fill out the employee information in the required fields: 

 



5. Next add the case information by clicking “Add Case” 

 



6. A table will appear for you to add case information. Fill it out and hit update to save 
it: 

 
7. Optionally add more than one case by clicking “Add Case” again as in step 5. 



8. Finish the form by clicking “Submit”: 

 
9. A success screen will appear confirming that you added them. You will have the 

option to click “Continue” and return to the empployee list page or hit “Report New 
Hire” to go to the state website to report a new hire. 



 
 

Deleting An Employee  

1. Log into your employer account. 



2. Click the hamburger menu, and select “Employee List”

 



 



3. Find the employee you wish to remove from the list at the bottom of the page and 
click the corresponding delete button. 

 
4. A confirmation delete screen will appear. Confirm that you are deleting the correct 

employee, then provide a reason for deleting the employee by making a selection in 



the box. Then “Delete Employee” to delete the employee. 

 
5. An official “Report Termination” page will appear, fill out the required information. 

Note that if you do not know some of the info about the employee after leaving your 
company you will have the option to click the “Unknown” checkbox and the section 



will grey out. 

 



6. After filling out all the required info click “Submit” to finish. 

 
7. A success message will appear on successful submission. 

 

Make A Payment  

1. Log into your Employer account. 



2. Click the hamburger menu and select “Make A Payment” 



 



3. Select an Account to make the payment from by clicking “Select”. The selected 
account will be highlighted a light blue. 

 



4. Click the calendar icon in the debit date field to select the date you would like to 
have the funds debited from your account. 

 



5. Select a date from the calendar that appears

 



6. Click “Next” 

 
7. Select the employees that you would like to make the payment for by clicking one of 

the buttons in the list. If you select prior payment or payroll group a secondary 
dropdown will appear to specify which payment or payroll group, make a selection 
there too if applicable. 



 
8. Select a pay date (IE the date the employee was paid) in the pay date field, as in 

steps 4 and 5. 



9. Click next

 
10. Review the employees that you are making a payment for on the next page. To add 

an employee click “Select an employee” to update the employee info click edit, to 
remove the employee from the payment click edit. 



 
11.If you made any edits, input update the paydate and amount info and then hit 



update to change, or cancel to cancel. 

 



11. If everything is correct hit next

 



12. Review the payment information on the next page, if correct click “Submit Payment”. 
If it is not correct click “Back”. 

 



13. A confirmation screen will appear if successful. Save the reference number for your 
records

 


