8.9 HRMS Step by Step Guide
Entering Leave and Adjusting Leave Balances (MON) — Time Collection Module

Overview  This guide provides instruction on entering leave taken by monthly employees, making
adjustments to leave balances reflected in the system, and/or to enter existing balances
for state classified employees who have transferred or reinstated from other state
agencies or departments.

Note: The screen shots used in this guide may not be representative of your access.

CREATE A BATCH

1. Navigate to the Universitir .
0101adll HREBITEST T PPL Home
Batch Header page |wwm =

Search: Iutain bdenu = Time Coll

[J Time Collection LW’ ® lezBaichics
I» Reports and Reviews imeErdy Batohes

D BatCheS [> Recruiting ﬁ Batch Header EE Data - Current Appointment ﬁ EE Data - BExpired Appointment
I Workforce Administration Batch Hesder - testing race F==1 €€ Data - Current Appoirtment EE Data - Expired Appointment

1 Batch Header ¢ Compensalion

= Time Collection

=== EE Data - One Time Payment E EE Data - Entered in Batch
— Batch Header _ EE Data - One Time Paymert EE Data - Entered in Batch
— EE Data - Current
Appointrent
— EE Data - Expired
Appointment
— EE Data - One Time
Payment
— EE Data - Entered in
Batch
[+ Time Entry Reports
[+ Find Batches

2. Header Control
page displays

[ Click ["Add aNew Value | [ Eind an Existing Yalue || Add a New Value

[ Enter Pay Group of Pay Group: MON O,
“MON”
Batch ID:  [AD1

Header Control

1 Enter Batch ID — a
Batch ID must consist Add
of a three alpha
and/or alpha-numeric
code
Note: You must use
different Batch IDs to
create multiple
batches in the same
pay group and the
same pay period.
You may reuse Batch
IDs from pay period
to pay period

1 Click P

Find an Existing Walue | Add a Mew Value
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3. Batch Header page
displays
Company: (0] University of Colorado Batch ID: AD1
[ Enter Description
that uniquely
identifies the batch

Pay Group: MO Maorthly Employee Batch Source: O Online

Pay End Date:  11/30/2006

(0pti0na|) Created By: TE03599
[ Batch Status of Description: Batch Totals
H 1000 AD
Open will default — | EE Count: Pay Amt:  §0.00
leave as is One Time Payment Only?
[10ne Time Payment Only? Addl Amt:  §0.00 Hours: 000
. Batch Stat
[] Click & Save “ us Approved Totals
@Open Approved
O cancelled EE Count: 0 Pay Amt:  $0.00
Processed
) Ready Addl Amt:  F0.00 Hours: 0.oa
B Save | [=] matify | Ertdd | UpdateDisplay

ENTER LEAVE OR

ADJUSTMENT
INFORMATION
4. Without cancelling || FeopleSoft
out of the Batch —
Header page, T - o
n av i g at e to t h e E E E \[/:\fc?rrnkgugvl::g ::ﬁnr:\mstrallon ga;mchl I}'igzl;e‘:‘illesling trace E EEE g;t':-“ }:h::lelrv‘te:'pﬁcu]wr:t?nlle':v:lwm EEE;;;J -EE;r::ﬁeALﬁ;ir:t‘;w";:t“em

D C < Time Collection
- | -Batches | = EE Data - 0 2 EE Data - Entered in Batch
ata-Current 52t cue TPy Shie
. —EE Data - Ci it
Appointment or EE e

— EE Data - Expired

Data-Expired ==
Appointment page ~EEf e

> Time Entry Reports
I> Find Batches

] Using the left-hand A e L,

> Enterprise Learming

> Reporting Tools

navigation menu, | wionan |
click EE Data-

Current Appointment

or EE Data-Expired

Appointment
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5. EE Data search

page displays EE Data - Current Appointment

Enter any information you have and click Search. Leave fields blank for a list of all values.
'] Enter Paygroup

'] Enter Batch ID f Find an Existing Value |
"1 Enter EmplID and/or
Department and any Pay Group: |begin5 with  w |ru1CIN

other search BatchID: | begins with + [4D1 Q
Caternes Department: |begins Witk v| &}
1 Click Search EmpliCy: |begins wirith s |105554
Empl Rcd Nbr: | |
Name: |beg|n5 with |
Last Hame: |beg|n5 wirith % |%
Search | Clear | Basic Search Save Search Criteria
6. Time Entry Data :
age dIS Ia S Time Entry Data
p g p y & save) [QRetunto Search) +§NextinList:l 1E Previous inList)
N Ente_r appllcable Company:  CU  University of Colorado Batch ID: AD1 Open
Earnings Code Pay Group: MO Manthly Emplayee Pay End Date:  11/30/2005
[ Enter Hours EmpliD: 105654 0 SchheiderCary R, Employg TEStatus
a) Enter leave hours cancelled - Approved
- - Pay A Active Job Code:  HBEG3WMN O Ready Processed
taken as a Status: Leave
pOSItIVG # Rate: $32.23 Position: oosog127 | Sickl 14063 Vacation: 91149
b) Enter leave .
Customize | Find | Yiew All | i First 1-2 of 2 Last
balance -
adiustments as ::;:m Arnings Hours Addl Amt Owverride Rate |Speediype Pay Amount rr
either a positive # 1]vAC QL VACATION | 16.00 | | Q =
(increase accrual 2[8CK |Q SICKLEAVE [ 4.00 | | a =
balance) or
negative #
(decrease accrual 0
balance) 20.00 $0.00 $644.52

1 To add additional
earnings code(s),
click

B Save | SLReturn to Search Pditify

1 Click & 5ave
1 Click

to acceas other

Return to Search
emplo _

entry
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MARK BATCH ‘READY

FOR APPROVAL’

7. Without cancelling
out of the page Company: L University of Colarado Batch ID: AD
after Saving the Iast Pay Group: WG Monthly Emplovee Batch Source: QO Qnline
employee’s data, PayEnd Date:  11/30/2005

navigate to the

Created By: Ta03599
Batch Header page

] Using the left-hand = Batch Totals
. . 51000 AD
naV|gat|0n menu, EE Count: 1 Pay Amt: §544.52
i “ ” [Jone Time Payment Only?
click “Batch Header — Iv? Addl Amt:  §0.00 Hours: 20.00
Batch Status
(] Change Batch = Approved Totals
“ " Open Approved
Status to Ready O cancelled EE Count: 0 Pay Amt: §0.00
Processed
] C”(k @ Save (®Ready Addl Amt:  §0.00 Hours: 0.oo
F save | LLReturnto Search | [=] Motify [Es 2o
APPROVE THE University,s e
BATCH . Menu (=]
8. Without cancelling | scuer Newr'
out of the Batch |®
H d [+ by F avorites ;
ea_ er page, Egggfu?t?nznd Reviews Company: cu University of Colorada Batch ID: AD1
naV|gate to the E‘\u(;\rorkforce Tmimsnamn Pay Group: MO Monthiy Emplovee Batch Source: 0 Online
H ompensation
Approve Time < Time Callection Pay End Date:  02/28/2007
= Batches
Entry/No OTP page S s CreatedBy: 139127 21187 SOM-PSYCH UCH OF GEN OPS
—EE Dgta- Current
U] USlng the left-hand _ﬁ%‘% oot Description: _ Batch Totals
navigation menu,  dopolniment 1000 26) EE Count: 1 Pay Amt: §254 51
CI|Ck "Approve T|me _E—E\E’;Ltgt_ R L Addl Amt:  §0.00 Hours: 1500
Entry/No OTP” Batch Batch Status | —
y [> Tirme Entry Reports o JABRIVEC il
I Find Batches it in EE Count: 1 Pay Amt: 5254 61
[ YWarkforce Development Cancelled e ’ gl
Egr?aniz_atiosal Dz_avelopmem Ready Addl Amt:  §0.00 Hours: 14.00
nterprise Learning
[ Reporing Toals
B save | LU Return to Search | [=] Motify | [Es2dd | '
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9. Time Entry
Approve tab
displays

[] Click “View All" to
view all employees
included in batch

"1 Click the L to the
left of the
employee’s name to
view the time entry
data entered for the
employee

10. Employee Time
Detail page
displays

"1 Review the time
entry information for
accuracy

1 Click

to return to the, Time
Entry

3/5/2007

Entering Leave and Adjusting Leave Balances (MON) — Time Collection Module

| Time Entry Approve |

Company: cU University of Calorada Description: 51000 AD
Pay Group: MOMN Monthly Emploves Pay End Date:  11/30/2006
‘ Batch ID: AD1 Batch Source:  Online Batch Status:  Ready |
Batch Added By: Ta035599 (I Approved By
Customize | Find | Wiew &1 ﬁ Fir=t E 1af 1 E Last
Hame # Hours Addl Amt |Pay Amount
CL  sSchneider,Cany R. 0 2000 $0.00 64452
Batch Ready Totals: 1 Employees 20.00 F0.00 64452
Batch Approved Totals: 0 Employees 0.00 $0.00 $0.00
Bl save | JS\Returnto Seasrch | [=] Matify
Employee Time Detail
EmpliD: 105654 Schneider,Cary R, Rcd#: 0

.|
Customize | Find | Wiewe All | i First [« 1-2 of 2 [ Last
Override

SpdiylAcct

Addl Amt Owerride Rate

Description

$128.904 =
§515.616 =

£0.00
§0.00

SCK SICKLEAVE 4.00
VAC  WACATION 16.00

Return |
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11.Time Entry Approve
page displays | Time Entry Approve |
(1 Click the “Approved Company: CL University of Colorado Description: 1000 AD
By” checkbox to PayGroup:  MON Manthly Ermployes Pay End Date:  11/30/2005
a_pprove all entered Batch ID: AL Batch Source: Online Batch Status:  Ready
time entry records for
the batch Batch Added By: TE03599 Approved By Smith, Terti R.
Customize | Find | wigwe &l | D First 1 af 1 Last
[ Click & save | | [
L SchneiderCary R, 0 2000 $0.00 644,52
'] The checkbox to the
right of each
employee’s time entry
data will now be
checked on
Batch Ready Totals: 1 Employees 20.00 §0.00 F644.52
1 Deselect the ) Batch Approved Totals: 1 Employees 20.00 §0.00 $E644.52
checkbox to the right
of the employee’s
data to un-approve Bl save | [S\Returnto Search | [S] Motify
the time entry
[ Click B save
Entering Leave and Adjusting Leave Balances (MON) Complete
Additional Notes:
EE Data-Current A intment: a current appointment implies the employee status is Active and the

Appointment End Date is later than the beginning date of the current pay period.

EE Data-Expired Appointment: the employee status is Terminated or On Leave and the Appointment

End Date is prior to the begi

nning date of the current pay period.

Entering data: If you have only a few employees to enter into a batch, search by Employee ID # (EmplID).
If you search by Name, Last Name, or % Sign, you must also enter your department number. If you enter time
records for multiple departments, you can enter data for only one department at a time.

Active Appointments: If there is only one active empl rcd [employee record] within your row-level security
for the employee, the system will take you directly to that record. If the employee has more than one active
empl rcd within your row-level security, it will display all of them, and you must select the appropriate one for
which you wish to enter leave.

SpeedType: This field is for changing/overriding (for the current pay period only) the SpeedType(s) recorded
on the position’s funding distribution page.

Override Rate: Use this field to enter hours at a different hourly rate to be paid (for the current pay period
only). Offline authorization is required for use of the override rate field.
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