
The university has launched a 
two-year upgrade to its Finance 
and Human Resources Manage-
ment systems that will greatly im-
prove your workflows and ability to 
support the employees you serve.

The PeopleSoft HCM/FIN 9.2 
Upgrade project is a collaboration 
between CU’s system adminis-
tration and campus personnel to 
enhance and update many as-
pects of the university’s business 
operations.

When the project goes live in 
November 2015, you as a busi-
ness partner will use new online 
features, functions and enhance-
ments to help employees consoli-
date tasks and find support. (Note: 
As part of the upgrade, the HR 
system’s name will change from 
HRMS to Human Capital Manage-
ment [HCM].)

To assure the upgraded sys-
tems best serve employees’ 
needs, campus users will be asked 

to give feedback during various 
stages of the process. 

These groups will be critical to 
a successful implementation.

Why CU is upgrading  
its systems?

CU’s current HRMS and Fi-
nance systems have not been up-
dated in several years. As a result, 
we have missed out on functional-
ities that will help the university be 
more effective. 

This upgrade brings systems 
up to date and lays the foundation 
for future enhancements.
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What is HCM?

Human Capital Manage-
ment—or HCM—will be the 
new name for CU’s HR system, 
currently known as the Human 
Resources Management System 
(HRMS). 

Oracle, the company that 
produces the HCM system, 
touts its 9.2 upgrade for its 
ability to:

• Provide innovative 
self-service features, includ-
ing mobile applications.
• Present a new way for 
users to manage and main-
tain their system.
• Enable users to adopt 
new functionality to reduce 
costs.
• Increase organizational 
efficiency and operating 
performance via processes 
that plan for and place the 
right people in the right jobs 
at the right time.
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Access the 2014 W-4 Form 
to update tax withholdings

The IRS’ 2014 W-4 Form 
is now available online and 
through the CU portal. Em-
ployees may either download, 
complete and submit the 
hard-copy 2014 W-4 Form 
to Employee Services, or 
simply complete and submit 
their W-4 allowances through 
the portal. Remember: We 
will only accept 2014 forms; 
please destroy W-4 forms 
from previous years to avoid 
accidental use.

Do not alter W-4 forms
Employee Services will 

reject and return any submit-
ted W-4 forms that contain 
alterations. This is particular-
ly important to highlight for 
departments that provide W-4 
forms to employees.The uni-
versity is not responsible for 
its employees’ tax decisions, 
and it should never promote 
or recommend a particular 
choice. Never make assump-
tions about an employee’s tax 
exemption status based upon 
employee status.

Upcoming deadlines
Monthly payroll deadlines

• Pay Date: Friday, Feb. 28
• Monthly Time Collection 
deadline: 5 p.m. Tuesday, Feb. 18
• Special Off-Cycle Time 
Collection: available at 9 a.m. 
Wednesday, Feb. 19
• Learn more about this pro-
cess through our procedures 
document (www.cu.edu/employ-
ee-services/policies/employ-
ee-services-procedural-state-
ments-esps). 
• Ensure that your data chang-
es/monthly time collection batch-
es have been approved by the 
end of the day on Tuesday, Feb. 
18. Unapproved batches will not 
be included in payroll processing 
for February.

 Time collection deadlines
• 5 p.m. Tuesday, Feb. 18—
Monthly Pay Period ending Feb. 
28
• 5 p.m. Wednesday, Feb. 19—
Biweekly Pay Period ending Feb. 
15
• Noon Tuesday, Feb. 25—Spe-
cial Off-Cycle (OC) Pay Period 
Ending Feb. 27
• 5 p.m. Thursday, March 6—
Biweekly Pay Period ending 
March 1
• 5 p.m. Wednesday, March 
19—Monthly Pay Period ending 
March 31
• 5 p.m. Thursday, March 
20—Biweekly Pay Period Ending 
March 15

PAY ROLES    Page 2

Spotlight on W-4s

Contact HRMS and Payroll
PayRoles is a monthly newsletter distributed by the University of 
Colorado’s Employee Services department. If you need assistance, 
please contact us at:
Payroll phone: (303) 860-4200, option 2
Toll Free: (855) 216-7740, option 2
Email: PBS.Datachange@cu.edu
Fax: 303-860-4299
Mail:
University of Colorado – Employee Services
1800 Grant St., Suite 400
Denver, CO 80203
Campus Box: 400 UCA (for interoffice mail)
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New site tailors 
information by 
employee type

A new-and-improved Uni-
versity of Colorado website 
launched this week, and with 
it comes user-friendly func-
tionality and features, and a 
new label to better reflect the 
important work you do as a 
payroll and personnel liaison 

(PPL), department recruiting 
liaison (DRL) or human re-
sources liaison.

The revamped Employ-
ee Services website—www.
cu.edu/employee-ser-
vices—allows you to navigate 
benefits, payroll and other 
information based upon your 
status as a faculty member, 
university or classified staffer, 
student employee or other 
employee type. It also hous-
es a library of information 

Top Employee Services  
new website features 

1. Navigate by your employee 
type—We’ve eliminated any unneces-
sary confusion by allowing you to view 
only the information relevant to you.

2. Adjusts to any device—
Whether you access the new website 
from your cell phone, your tablet or 
your desktop computer, the content 
on the screen will automatically adapt 
and shift important information top 
to bottom, to provide the best user 
experience. 

3. Unified experience—We’ve 
placed all the services and support 
Employee Services offers you into one 
website, with a more intuitive structure 
to make things easy for you to find.

4. Improved search—The search 
functionality delivers results that you 
can filter by the CU System depart-
ment you seek. If you’re looking for 
another employee, simply select the 
“Directory” tab above the search re-
sults to open a list of employee match-
ing names and contact information.   

5. Site feedback—We want to 
continue improving upon your Web 
experience, which is why we’ll solicit 
your feedback about the website.

New Employee Services site launches

When you set your clocks for-
ward one hour for Daylight Saving 
Time (DST), starting at 2 a.m. on 
Sunday, March 9, remember the 
impacts this time change will have 

on business operations.
Pay extra attention to overtime 

and shift reporting during this time 
adjustment to ensure all hours are 
paid correctly.

Payroll clocks to spring forward with Daylight Saving Time

An example of an invalid W-4 Form (e.g., Someone has pre- 
populated Line 7 with “Exempt”).

SEE WEBSITE, page 5

The “I am a ...” on the Employee Services home page (www.
cu.edu/es) sorts information to only provide details relevant to 
each employee type.

mailto:PBS.Datachange@cu.edu
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Stay informed
The project team will keep the 

CU community informed through-
out the upgrade through the 
PeopleSoft HCM/FIN 9.2 Upgrade 
project site (http://cu-people-
soft-upgrade.com/). It provides 
areas for overall project news as 
well as dedicated areas for Fi-
nance and HCM.

High-level project information 
and updates will be featured in 
upcoming CU Connections articles 
and in the CU Resources area of 
the employee portal (my.cu.edu).

Project phases
The project comprises five 

phases: Planning, Development, 
Testing, Training and Go Live.

Planning and Design
During this phase, work plans 

will be created, key users/stake-
holders are identified and fit/gap 

sessions will be conducted with 
key users to document current and 
future business and system pro-
cesses. 

Functional and technical de-
sign documents then will be pre-
pared for the development phase.

Development
Design documents will be 

approved by key users during 
this phase. Business and system 
process gap resolutions will be ap-
proved and implementation plans 
developed. Detailed design docu-
ments from the design phase also 
will be built and system tested.

Testing
All the project pieces will be 

brought together into a special 
testing environment to test for 
errors, bugs and usability, in order 
to verify that the system meets all 
the business requirements defined 
in the design phase. 

University-wide testers will be 
asked to provide their feedback 
and insights during this time.

Training
Users will learn the system 

guided by targeted training plans. 
Additionally, new business pro-
cesses will be finalized.

Go Live
Employees will have access 

to new, improved tools. We will 
continue to listen to your feedback 
about the systems.

Updates
Full details about new People-

Soft tools, features, functions and 
enhancements will be finalized 
following the Fit/Gap conclusion 
in June. The university will pro-
vide previews of tools, programs 
and functionalities to employees 
throughout the planning and de-
sign phase.

UPGRADE: Go Live set for Nov. 2015

Educate new employees on key processes
Help your new employees 

through the onboarding process 
by educating them on pay and 
time-entry deadlines, knowing 
where to find their employee IDs 
and keeping their contact informa-
tion up to date.

Pay deadlines
Use the payroll production 

calendars on the Employee Ser-
vices website to help educate your 
new employees about upcoming 
pay-related deadlines to reduce 
missed deadlines and ensure they 
are paid on time and correctly. By 
using these calendars, you can 
issue reminders to staff about:

• time collection approval 
deadlines
• deadlines for submitting 
W-4, direct deposit and retro-
active pay forms to Employee 
Services
• biweekly, monthly and 
off-cycle pay deadlines

Identification numbers
CU’s employee identification 

system helps us keep employ-
ees’ personal data as secure as 
possible. When an employee calls 
Employee Services for payroll 
assistance—or you call on his/her 
behalf—we’ll request the employ-
ee’s HRMS ID number. Employees 
may find this information on the 
top of their pay advices or earn-
ings statements by logging in to 
the CU portal (my.cu.edu).

Contact information
The best way for employees 

to ensure they receive paychecks, 
pay information and updates is to 
keep their personal information 
current in our system. They can do 
this by:

1. updating their mailing 
address, phone number, email 
address and emergency contacts 
through the CU portal’s “Employee 
Profile” page; or 

2. downloading appropriate 
forms from the Employee Services 
website for such actions as name 
changes and direct deposit selec-
tions, and submitting the complet-

ed forms to Employee Services.

Update returning  
employees’ address,  
W-4, bank information

When former employees return 
to work at CU, ask them to con-
firm their mailing addresses, W-4 
allowances and direct deposit 
information, and verify that the 
correct information is entered in 
the HRMS.

Self-service: Returning em-
ployees can review and update 
their addresses and W-4 allowanc-
es, and may view direct deposit 
information through the CU Re-
sources section of their campus 
portals.

Submit for entry: Employees 
also may request address change 
forms from their departments, 
which will enter the updates in 
the HRMS. Employee Services 
provides online W-4 and Direct 
Deposit Authorization forms, which 
employees can complete and 
return to Employee Services for 
entry into the HRMS.

Hand-drawn warrants are

 OVER.
Oh, you hadn’t heard?  

Keep up to date on payroll changes with back issues of 
Pay Roles: A newsletter for CU business partners at

www.cu.edu/employee-services/pay-roles-newsletter

WEBSITE: Some bookmarks may no longer work
and resources for CU’s PPL and 
DRL under the new label for these 
roles, “business partner.”

CU adopted the moniker to de-
scribe any employee who—in ad-
dition to his/her main job respon-
sibilities—supervises or manages 
job or finance information, and 
communicates important job-re-
lated updates to his/her team. HR 

officials from all CU campuses 
made the change to eliminate con-
fusion caused when each campus 
used different terms to refer to its 
liaisons. 

Officials hope the change will 
give employees across the CU 
system a better idea of the role 
you play and how you serve them. 

Providing clear, easy-to-find 

content is among the goals of the 
new Employee Services website. 

Using the menu at the top of 
the page, visitors can access in-
formation and resources to better 
understand everything from health, 
dental and life insurance benefits 
to factors that affect their pay and 
leave balances to courses for on-
the-job training and development.


