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• Download the Step-by-Step Guide

• Navigate to the Page

• Paycheck Search and Earnings Tabs

Payroll Expense Transfer Overview
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Step-by-Step Guide
www.cu.edu/docs

https://www.cu.edu/doc/pet-data-mappdf

HCM: PET Data Page Map

https://www.cu.edu/doc

/pet-data-mappdf
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http://www.cu.edu/docs
https://www.cu.edu/doc/pet-data-mappdf
https://www.cu.edu/doc/pet-data-mappdf


Position Funding & Payroll

Department 

Budget Table 

(DBT)

CU Funding 

Entry Rows
Payroll 

Expense 

Transfer 

(PET)
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Funding is required for each active position with an incumbent. 

It specifies how payroll posts earnings, taxes and deductions to 

the general ledger. After payroll processes, use a PET.



Navigate to the HCM PET Page
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Create a New PET
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QRG: PET Map – Paycheck Search
https://www.cu.edu/doc/pet-data-mappdf

Header

Paycheck 

Search 

& Results

AD HOC 

Approvers

Attachments

Comments

Events

Actions
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https://www.cu.edu/doc/pet-data-mappdf


QRG: PET Map – Earnings Tab
https://www.cu.edu/doc/pet-data-mappdf

Header

Paycheck Info

Job Data

Current Check

Funding 

Template

New Check 

Distribution

Earn Summary

Comments

Attachments

Actions
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https://www.cu.edu/doc/pet-data-mappdf


HCM: Personalize the Grids
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Paycheck Search 
Criteria & Results 
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1

Paycheck Search
Criteria

2OR

OR
OR
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New Check Distribution
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• Multiple Positions

• Multiple Earnings Codes

• Multiple Earnings Periods

• Multiple Pay Periods

Paycheck Scenarios
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Position Funding

Funding the Comp Rate

Position

RGS

REG

Leave

VAC

SCK

Other

ATS OTM
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Additional Pay

Beyond Regular Pay

Additional Pay

APF

INC

Directed

PPL

VCT

**ENP

Restricted

MVP UPI CWS
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Paycheck Scenarios

Multi Earnings End Dates

 Leave amounts (VAC, SCK, PPL, FSK, ADM)

 Mid-Month Funding Dates 

Multi Earn Codes 

 Multi Earn Codes (ATS, OTM)

 Additional Pay(Unrestricted) (APF, UOC)

 Additional Pay (Designated) (PPL, VCT)

 Additional Pay (Restricted) (MVP, UPI)

 Work Study (Restricted)

Single Employee Records

 One Record # / Position

Multi Pay Period 

End Dates

 Check Pulls

 Overpayments

 Manual Check 

Updates

Multi Employee Records

 Multi Record #s / Positions
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One Position & Earnings Period

One Earn Code

Paycheck – One Pay Period

Rec 
0

One Earnings Period

STH = 100%
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One Position  & Earnings Period

One Earn Code
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One Position & Earnings Period

Work Study
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One Position & Earnings Period

Multi Earn Codes

Paycheck – One Pay Period

Rec 
1

One Earnings Period

RGS = 
100%

ATS = 
100%
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One Position & Earnings Period

Multi Earn Codes
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One Position & Earnings Period

Multi Earn Codes

Paycheck – One Pay Period

Rec 
1

One Earnings Period

RGS = 
100%

MVP = 
100%
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One Position & Earnings Period

Multi Earn Codes
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One Position & Earnings Period

Multi Earn Codes
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One Position & Earnings Period

Multi Earn Codes

Paycheck – One Pay Period

Rec 
0

One Earnings Period

RGS = 
100%

DK1 = 100%
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One Position & Earnings Period

Multi Earn Codes
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One Position & Two Earnings Periods

Multi Earn Codes

Paycheck – One Pay Period

Rec 

0

Two Earnings Periods

RGS = 
100%

Leave

Leave
VAC = 
100%

SCK = 
100%
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One Position & Two Earnings Periods

Multi Earn Codes
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CUES_HRGL_PET_DIST_MISMATCH
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Two Positions & One Earnings Period

Multi Earn Codes

Paycheck – One Pay Period

Rec 
0

Rec 
1

One Earnings Period

CRG = 
100%

ENP = 
100%

CRG = 
100%
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Two Positions & One Earnings Period

Multi Earn Codes
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Two Position – Two Earnings Periods

Multi Funding Periods

Paycheck – One Pay Period

Rec 

0

Two Funding Periods

1st –
29th

29st –
30th

RGS
29/30 = 100%

RGS
1/30 = 100%
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Two Position – Two Earnings Periods

Multi Funding Periods
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Check Pull

Original – Reversal - ReEntry

One Earnings Period

Original 
Check  

&  
Check 
Pull  &  

Off-
Cycle 
Check

Two Pay Periods

Original 
Pay

Check Pull 
& Correct 

Pay

Earn Codes
RGS = 
100%

DK1 = 
100%
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Check Pull

Original – Reversal – Re-entry
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Check Pull

Original – Reversal – Re-entry
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Overpayments

Pay – One Earnings Period

Original 
Check

Over 
Payment 
Credit

Two Pay Periods

Original 
Pay

Over 
Payment 
Credit

Earn Codes
RGS

Orig =100%

-RGS

Credit = 100%
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Overpayments

Search: Earnings End Date
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Paycheck Scenarios

Scenario Earn Code 

Examples

Redistribute % Position 1 

Funding

Position 2 

Funding

Student Pay

Regular Earnings

Leave per Code

Additional Pay

STH, STM, CWS

RGS, REG

VAC, SCK, etc

AFP, PPL, VCT

100% Pay

100% Pay

100% Pay

100% Pay

Position 1 Pay Rate

Position 1 Pay Rate

Same as Regular

Other Funding

Position 2 Pay rate

Position 2 Pay rate

Same as Regular

Other Funding

1st Earn Period 

2nd Earn Period

Pay Ratio = 

# days in period

total days

100% of period pay

100% of period pay

Position 1 Period 1

Position 1 Period 2

Position 2 Period 1

Position 2 Period 2

Restricted Codes

Work Study

MVP, UPI

WSR, WSC
Controller’s Office or Student Employment Office Access

Check Pull Net Zero

Overpayment

Correct Earnings

Overpay Amt

Credit Amount

100% Pay = Pay% + OP%

100% of OP

100% of OP

Position 1

Temp ST

Temp ST

Position 2

Temp ST

Temp ST

Manual Ck Adj

Net Zero Amt

Pay to/from STP

NA

100% Pay

If Needed

If Needed

If Needed

If Needed
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• Current PETs

• Legacy PETs

• Prior to December 2015

Search for PETs
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Payroll Expense Transfer Reports

 Current PET (HRGL Request)

 April 20, 2017 – Current

 Legacy PET (HRGL Request)

Student Financial Aid (HRGL Request)

 December 2015 – April 19, 2017

 FIN (mFIN Journal)

 Prior to December 2015
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HRGL Requests – PETs (Current)
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HRGL Requests – PETs (Current)
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CU Data PET Lookup 
(Since December 2015)

6/16/2020       47



CU Data PET Lookup 
(Since December 2015)
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CU Data PET Lookup 
(Since December 2015)
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HRGL Requests – PETs (Legacy & WS)
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HRGL Requests – PETs (Legacy & WS)
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HRGL Requests – PETs (Legacy & WS)
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HRGL Requests – PETs (Legacy & WS)
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HRGL Requests – PETs (Legacy & WS)
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HRGL Requests – PETs (HRMS)

 HRMS 8.9 PETs prior to December 2015

 Pages are no longer available

 PET ID = Journal ID 

 mFIN statements

 Use CU-DATA mFIN reports 

 Search for the Journal ID for PET detail

 Each Journal ID beginning with PET = unique PET reference

 No additional documentation is available in HCM or FIN

 Refer to departments for additional information
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CU Data Journal Entry Lookup 
(Before December 2015)

Journal ID

Before December 2015

• PET Journal ID individual 

for each PET

After December 15

• PET Journal Includes ALL 

PETs since last JOURNAL 

processed

• “Bundle” at noon and 6 

pm
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CU Data Journal Entry Lookup 
(Before December 2015)
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CU Data Journal Entry Lookup 
(Before December 2015)
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HCM PET Queries
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PET – RGS/VAC Mismatch

CUES_HRGL_PET_DIST_MISMATCH
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PET – RGS/VAC Mismatch
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PETs – Span Semester

CUES_HCM_OFFCYC_SPAN_SEMESTER
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PET – Span Semester
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HR/GL 

Payroll 

Expense 

Transfer 
Summary

Payroll Expense 
Transfer Overview

Paycheck 
Scenarios

Searching for PETs
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Thanks for 
joining us.

CU System HR/GL Team
hcm-community@cu.edu

HCM 

HRGL 

Webinar

mailto:hcm-community@cu.edu


END


