
 

Updating Employee Type and Status 

 

1. Log in to the manager portal: https://invoice.nebraskatransit.com/ 

 

2. Click the “Update Employee” tab on the left hand side of the window 

 
 

3. Click the blue “Edit” link under the “Actions” tab for the employee you would like to update 

 
 

 

https://invoice.nebraskatransit.com/


4. Update the “Employee Type” and “Status” by clicking the dropdown button. Also, update any 

other information such as Date of Hire (important for accurate training records), email, and 

phone number. When finished click the green “Submit” button. 

 
5. If you need to add an employee, click the blue “Add New Employee” button at the top of the 

page, enter the employee details, and click “Submit” 

 


