CU 8.9 HRMS Step by Step Guide
Approve Payroll Expense Transfer - Organizational Development Module

Overview: This guide provides instruction on approving valid Payroll Expense Transfers in HRMS.
PET transactions can only be approved when the HRMS system is available to users. Refer to the
Payroll Production Calendars for more information:

If the PET contains or

PET Certification

You will need:

And will use this

impacts distributions to: Redguired? Approval Paae:
Fund 30 or 31 Yes MGponsored projeets | (Sponsored Proi)

Fund 34 Yes Apsrg\r/]:? ;i tphi-l;i ty PET Approval

All Other Funds No Aps:g\r:g? ;\i :;El;i ty PET Approval

In version 8.9, Oracle/PeopleSoft has changed the name of Develop Workforce to Organizational

Development.

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

University,,
Colorado
Menu =]

1. Navigate to the
appropriate PET
Approval page S|

[ My Favorites

> Reports and Reviews

[ Recruiting

[ Warkforee Administration
I Cornpensation

[> Time Collection

1 Organizational
Development

1 Position Management

"1 Maintain Positions/

[ Workforce Development
= Organizational Development
= Position Management

Budgets R Untais Pastion
Info
[0 PET Approval ~ Funding Distribution

— Position Transfer anly
— Position Aparoval
— Eunding Approval
— PETIRetroattive
Eunding Change
= Caorrection PET
— BET Approval
— PET Approval
{Sponsared Proj)
— PET Cancellation
I» Review Position/Budget
Info
[ Position Reports
[ Enterprise Learning
[ Reporting Tools

OR

[1 PET Approval
(Sponsored Proj)
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[’if Maintain Positions/Budgets

Position, funding and PET information

E“ AddUpdate Position Info
Enter the description, weork location, and ather
information about & position

E" Funding Distribution
Funicfing Distribution

E‘ Position Approval

= Funding Approval
Position Approval E

Funling Approval

E“ Correction PET E PET Approval
Correction PET PET Appraval
E‘ PET Cancellation

PET Cancellation
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Position Transfer only

Position Transfer only

E" PETRetroactive Funding Change
PET/Retroactive Funding Change

PET Approval (Sponsored Proj
PET &pproval (Sponsored Praof)

Page 1 of 5



2. PET Approval
search page
displays

'] Enter one or more of
the search fields

1 TIP - search by the
Transfer ID for
quickest results

L Click ==

3. PET Approval page
displays

1 Page shows
summary results of
PET transaction

[1 To view details, click

Transfer Detail |

] To view the transfer
detail for benefits and
taxes paid by the
department, click on
the arrows beside the
category heading

[> University-Paid Benefits Summary

[> University-Paid Tax Summary
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PET Approval

Enter ary information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value |

Payroll Expense Transfer ID: | hegins with |PETCDT5542|

Journal Date:

|

2

User ID:

= W
begins with + |

Pay Period End Date:

= vl |

SpeedType:

begins with + |

Department:

heging with |

Position Number:

begins with + |

L PP

EmplID: begins with + |
Paycheck Number: = v |
Expense Transfer Status: | = W | | W |
. =] T
Search Clear | Basic Search Save Search Criteria
| Transfer Summary || Transfer Detail |
Expense Transfer ID:  PETCO75542 Journal Date: Transfer Status:  valid RIS Reject | Comrection PET
namsi2007 EETReports
Journal OTM for January 2007 should not be charged to same speedtype as base salary. Move §527.85
Description: to 51030636 Certified by:
Sum of Journal Debits: §32.36 Sum of Journal Credits: _F32.36 Total Journal Lines: 16

= Earnings Summary

DeptlD |Program |Proj/Grt (SubCls

Y 527.85 51039636 10
W -527.85 51045303 10

51012 10007
51007 10007

[» University-Paid Benefits Summary

[» University-Paid Tax Summary

(Account (SpeedType Description

1600 405130 PBS Payroll Support
1600 405130 Payroll Production

Account Description

Class FTP Overtime Pay
Class FTP Overtime Pay

1 1 certify that all payroll requested to be fransferred iz appropriate to be charged to the sponsaored project(s) or gifis (Fund 30, 31 or 34 FOPPS) receiving
the charge and the infarmation contained in the description field above is true and correct, that costs transferred onto a sponsared project or gift meet
the direct cost and other costing criteria and are within the allowable timeframe for transfer (see campus policy for direct cost and other costing criteria
and timeframe) or consistent with the danar restrictions. The header description includes the cause ofthe error and additional information as required
by campus policy. | understand that the charges must reflect actual efion and that commensurate cerification of level of efior will also be required

through the "Personnel Effort Report.”

B Save | S Returnto Search | +E Previous in List

+E] Mzt in List

[=] metify

Transfer Summary | Transfer Detail
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4. Transfer Detail page
displays

SCROLL TO THE
RIGHT ON THIS
PAGE, DATA DOES
NOT ALL DISPLAY ON
MAIN VIEW

"1 Page shows each
distribution line that
was changed by the
transaction

(] Detall includes these
additional fields:
Pay End Date
Check #
Name
Position
Earnings Code
HR Dept
Job Code

] To view the transfer
detail for benefits and
taxes paid by the
department, click on
the arrows beside the
category heading

[> University-Paid Benefits Summary

[* University-Paid Tax Summary

3/15/2007

Transfer Summary || Transfer Detail |

Expense Transfer ID:  PETCO75542 Journal Date: | 02/05/2007 Transfer Status: ~ valid ApprovelSave Re)ect Correction PET
03052007 EETReoors

Journal OTM far January 2007 should not be charged to same speedtype as base salary. Move 552785 5

Description: 1o 51039636 Certified by:

= Earnings Detail

Pay End Dt |Check #

D |Program (Proj/Grt (SubCls

81012 10007 1600 405130 01/31/2007 2179998 OTM
1007 10007 1600 405130 017312007 2179998 OTM

1258852 Bertahegan ilifa)
129852 Berta Megan aosn

W 5237.85 51039636 10
k4 -527.85 51045303 10

[> University-Paid Benefits Detail

= University-Paid Tax Detail Customiz
tiD | Program Pay End Dt |Check # |TaxClass EmpliD

W 714 51039636 10 51012 10007 1600 435030 01/31/2007 2179999  Med/ER 129852 Berta,Menan 005

W B8.75 51045303 10 &1007 10007 1600 425030 0173172007 2179999 Med/ER 129852 Berta,Megan 00s

W -75.89 51045303 10 51007 10007 1600 4325030 01/31/2007 21799893 Med/ER 128852 BertaMegan 005

[0 | certify that all payroll requested to be transferred is appropriate to he charged fo the sponsored project(s) or gifts (Fund 30, 31 or 34 FOPPS) receiving the
charge and the infarmation contained in the description field ahove is true and correct, that costs transferred onto a sponsored project or git mest the direct
costand other costing criteria and are within the allowable timeframe for transfer (see campus policy for direct cost and other costing criteria and
timeframe) or consistent with the donor restrictions. The header description includes the cause ofthe errar and additional information as reguired by
campus policy. | understand that the charges must reflect actual effort and that commensurate cerification of level of effort will also he required through the

"Personnel Effort Report”
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5. V| eW Statu s Of PET Transfer Summary Transfer Detail ]
| List of Transfer Status Expense Transfer ID: ~ PETRO75549  Journal Date: G;ans[er Status: Va\iD CFTEREEER (REeG PETiRetroactive Funding

031152007 e
Va.|UeS Journal Starting 1/1/07, position received partial funding from USC Cancer project.  This change reflects ]
_ Description: | 10% new allocation to 63072451, 40% to 11057100, and 50% to remain for 13066455 Certified by:

A = Approved

D = Distributed < Eacnings Detail

E = Error Amount |SpdTyp DeptlD |Program |Proj/Grt [SubCls Account |Pay End Dt |Check # EmpllD |Hame

G = General Ledger y 2,362.83 11057100 10 10324 335676 1100 400800 01/31/2007 2187881 RGS 118053 HauserMark 00179441

L = Accrual Y 2,053.67 13066456 30 10324 1541845 1200 400800 01/31/2007 2187881 RGS 118053 HauserMark 00179441
v 500,73 63072461 a0 20067 2526279 1200 400800 01/31/2007 2187681 RGS 118053 HauserMark 00179441

pP= Proposed Y 205367 11057100 10 10324 33576 1100 400800 01/31/2007 2187881 RGS 118053 HauserMark 00179441

R = Rejected v -2,953.66 13066456 30 10324 1541845 1200 400600 01/31/2007 2187891 RGS 118053 HauserMark 00179441

— < Univesity-Paid Benefits Detail i i

T = Transfer Complete L5 Lustorize | o

V _ Valld £ Program |Proj/Grt |SubCls PayEnd Dt (Check # (Pl EmpliD |Hame
v 394 37 12855630 28 10583 33202 2100 418820 01/3172007 2167891 Medical 118053 HauserMark 00179441
Y 43.82 63072461 30 20067 1526279 1200 418820 01/31/2007 2187891 Medical 118053 HauserMark 00179441
v 21.26 12855630 28 10583 33202 2100 418822 013172007 2187891 Dental 118053 HauserMark 00179441
y 236 63072461 30 20067 2526279 1200 418822 013172007 2187891 Dental 118053 HauserMark 00179441
y 508 12856830 28 10583 33202 2100 418821 01/31/2007 2187891 Life 118053 HauserMark 00179441
v 06T 63072461 30 20067 3526279 1200 418821 01/3172007 2187891 Life 118053 HauserMark 00179441
y 18.80 12856830 28 10583 33202 2100 418823 01/31/2007 2187891 LTD 118053 HauserMark 00179441
v 220 63072461 30 20067 1526279 1200 418823 01/31/2007 2187891 LTD 118053 HauserMark 00179441
v 53166 12856830 28 10583 33202 2100 418833 01/31/2007 2187891 401(a) ORF 118053 HauserMark 00179441
Y 58.07 53072461 30 20067 1526279 1200 418833 01/31/2007 2187891 401(a) ORF 118053 HauserMark 00179441
v -439.19 12855830 28 10583 33202 2100 418820 013172007 2187891 Medical 118053 HauserMark 00179441
\ 39 &5 1908E0ON A6 1NEO3  333N3 AR 416597 MM AART H10TGA1 Pinntal 116RED Lnunar Mavts A1 TRAa

6. View Fund Opt
information Code
(Transfer Detail) 891 RGS 118053 HauserMark 00179441 10324 1305  01/01/2007 0143142004 A
‘891 RGS 118053 Hauser Mark 00179441 10324 1305  01/01/2007 0143142009 A
1 The Fund Opt field is | a91 roes 118063 Hauser,Mark 00178441 10324 1306 010142007 0143142009 A
to the far left of the "'B91 RGS 1180583 HauserMark 00179441 10324 1305 01/0142007 01431/2004 R
Transfer Detail page |'891 RGS 118053 HauserMark 00179441 10324 1305 01/01/2007 0143142009 R
é‘: é(liltll;a,l\ccr A Customize |Find | B8 First (U 115 of 15 (] Last
= u
F = Fringe Pool Code
N = No Defaults 381  Medical 118053 HauserMark 00179441 10324 1305  01/01/2007 01/31/2007 F
O =Time-entry Override | 231 medical 1180583 HauserMark 00179441 10324 1305 0140142007 014312007 &
P = Campus Fund Pool | a1 pental 118053 Hauser,Mark 00179441 10324 1305 01/01/2007 0163172007 F
R = Reversal 1891 Dental 118053 HauserMark 00179441 10324 1305 01/01/2007 01/31/2007 A
)S(zggigsgiﬁ 7381 Life 118053 HauserMark 00179441 10324 1305  01/01/2007 01/31/2007 F
7381 Life 118053 HauserMark 00179441 10324 1305 01/01/2007 014312007 A
[] Fund Opt fields are 7381 LTD 118053 HauserMark 00179441 10324 1305  01/01/2007 01/31/2007 F
blank for reversals 7381 LTD 118053 HauserMark 00179441 10324 1305  01/01/2007 014312007 A
from pay periods 7381 401{=) ORF 118053 HauserMark 00179441 10324 1305  01/01/2007 01/31/2007 F
processed in HRMS :sgn 401;a)0RP 118053 Hauser,Mark 00179441 10324 1305  01/01/2007 014312007 A
version 7.5 8391 Medical 118053 HauserMark 00179441 10324 1305 01/01/2007 01/31/2007LE
1891 Dental 118053 HauserMark 00179441 10324 1305 01/01/2007 01/31/2007 R

[1 Reversal entries
process a negative
dollar amount
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7. Approve or Reject
the PET

7] If data needs to be
modified, contact the
person who created
the PET

1 To approve, click
ApprovelSave

1 To reject, click
Reject

1 To print a copy of the

PET for your records,
click the PET Report
link at the top of the
page to initiate a
printable format

(Note — this page does
not print well unless the
report format is used)

[ Transfer Summary || Transfer Detail |

Expense Transfer ID: ~ PETCO75542 Journal Date: Transfer Status: ~ valid RO REJEE Correction PET
031512007 Sl

Journal OTM for January 2007 should not be charged o same speediype as hase salary. Move $527.88 .

Description:  |t0 51039636, Certified by:

Sum of Journal Debits: 532,36 Sum of Journal Credits: 53238 Total Journal Lines: 16

=~ Earnings Summary

W 527.85 51039636 10 51012 10007 1600 405130 PBS Payroll Support Class FTP Overtime Pay

W -527.85 51045303 10 51007 10007 1600 405130 Payroll Production Class FTP Overtime Pay

[> University-Paid Benefits Summary

[> University-Paid Tax Summary

[ 1 certify that all payroll requested to be transferred is appropriate to be charged to the sponsored projectis) or gifts (Fund 30, 31 or 34 FOPPS) receiving
the charge and the infarmation contained in the description field above is true and correct, that costs transferred onto a sponsored project or gift meet
the direct cost and other costing criteria and are within the allowable timeframe for transfer (see campus policy for direct cost and other costing criteria
and timeframe) or consistentwith the donor restrictions. The header description includes the cause ofthe error and additional information as reguired
by campus policy. | understand thatthe charges must reflect actual effort and that commensurate cerification of level of efartwill also be required

through the "Fersonnel Effort Report”
B Save

Transfer Summany | Transfer Detail

E\Returnto Search | tE|Previous inList |+ Mextin List | [=] Notify

ADDITIONAL PET TIPS

How To Change PET
or Correct Errors

1. Approved PETs can not be modified. Create a new PET with the
correct transfer information.

2. Until the PET is approved, rejected or cancelled, no other PET process
may be created for this position/employee/pay period combination.
Funding updates for current or future pay periods are allowed.

3. Iftransfer is in Error status, a speedtype and/or account chartfield has
been inactivated in the Finance system (FIN). Contact your Finance
office to request an update in FIN.

4. If Correction PET was created incorrectly (and is in Valid or Error status),
cancel the PET and create a new payroll expense transfer.

5. If Retroactive Funding PET was created with incorrect information (and
is in Valid or Error status), go back to the PET/Retroactive Funding page
link, open the existing PETR, make any necessary changes and click
Validate/Save.

Approve Payroll Expense Transfer - complete.
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