CU 8.9 HRMS Step by Step Guide

Student Hourly and Other Biweekly/Hourly — Time Collection Module

Overview: This guide provides instruction on entering regular hours/earnings, override rates,
overtime, and late pay for all biweekly/hourly employees, including students, work-study, and

temporary classified.

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

CREATE A BATCH
1. Navigate to the
Batch Header page

O Time
Collection

]

Batches

O Batch
Header

2. Header Control
page displays

0 Click [ Add aNew Value |

1 Enter Pay Group of
“BW"

1 Enter Batch ID — a
Batch ID must consist
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

[
Click |
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PeopleSoft.

hisin
® Batches

> My Favorites

I> Repaorts. Time Ertry Batches

I> Organizational Development
[ Enterprise Learming

I Reporting Tools

— My Dictionary

Header Control

[ Eind an Existing Value | Add aNew Value |

Pay Group: B\ O,
Batch IDx:  |AD1

Add

Find an Existing Yalue | Add a Mew Value

I> Recruiting = Batch Header EE Data - Current Appointment
[ Workforce Administration Eistch Header - testing trace El EE Data - Current Appoirtmert
[» Benefits
EE Data - One Time Payment E EE Data - Entered in Batch

I» Batches EE Data - One Time Payment EE Data - Entersd in Batch

I> Time Entry Reparts

I Find Batches
> Payrall far North America Approve One Time Payments
1> Workforce Development Approve One Time Payments

EE Data - Expired Appointment
EE Data - Expired Appointment

Approve Time Entry/No OTP
pprove Time Entryio OTP
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3. Batch Header page Universityor
displays SE R

Menu

Search:

1 Enter Description that | ®

uniquely identifies the | [owyFavorites
[» Reports C iversi Batch ID:
batCh b Recruiting ompany: cl Urniversity of Colorado ch ID: AD
E \é\forkforce f;;lministration Pay Group: B Biweekly Employee Batch Source: O Cnline
ompensation
[ BatCh StatUS Of Open = Time Collection Pay End Date:  11/18/2006
H = Batches
will default — leave as Created By: 142338 Siddigue,Chris 10463  UCSU Stdt Fin-S0F0
iS — EE Data - Current
Appointment o — B
— EE Data - Expired TG Rescoptian: Batch Totals
. Anpointment . 5
D Cl ICk ﬁ Bae Ter e A []one Time Payment Only? | Fes U FRVR R
Payment ) avt * Addl Amt:  §0.00 Hours: 0.00
— EE Data - Entered in ; : L
Batch 'Batch Status | = =
b Time Entry Reports [ ®open TR AT T \Approved Totals
[> Find Batches EE Count: 0 Pay Amt:  §0.00
[ Warkforce Development O cancelled Prucessed |
[ Organizational Development OREad_v Addl Amt:  §0.00 Hours: 0.00
[ Enterprise Learning L= o L

[» Reporting Tools
— hity Dictionary

B save I £\ Return to Search | [=] Matify

ENTER HOURS
WORKED IN THE
TWO-WEEK PAY
PERIOD
4. Without cancelling
out of the Batch

PeopleSoft.

Search:

Header page, L 1® [eatehes
iy Favorites
. t t t h E E » Reports Time Entry Batches
> Reeruti = Ba 5 = EE Data- - S i
navigate to the o o | IS Sh
[ Benefits
Data-CU rrent [ Compensation
. = Tirme Collection = EE Data - One Time Payment = EE Data - Entered in Batch = Approve Time EntryNo OTP
A p p O 18] t m e n t O r E E e Honat EE Data - One Time Paymert EE Data - Ertered in Betch Approve Time Entryiilo OTP
. — EE Data- Current
Data-Expired e
- EE Data - Expired
. Sppoiren
~ EE Data - One Ti
Appointment page £ D Cne e
— EE Data- Entered in
Bateh
H ~ approve Time EntryfHd
] Using the left-hand i —
. 3 b Tirme Entry Reports
naV|gat|0n menu, b Payroll fr o America

. [>Workforce Development
click EE Data-Current | | g beacsmet

[ Reporting Tools

Appointment or EE | oo |
Data-Expired
Appointment
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5. EE Data search
page displays

1 If navigating directly
from Batch Header
page, Pay Group and
Batch ID will default;
otherwise, Pay Group
and Batch ID must be
entered

1 Enter EmplID and/or

Depa Search | any
other searc

categories
1 Click

6. Time Entry Data tab
displays

] Enter correct
Earnings Code (STH
for student hourly or
REG for other
BW/hourly
employees) and
Hours

[1 For additional entries,

such as hours worked
at a different pay rate,
overtime (SOT-
students; OTM-all
other employees) or
late pay (LTS-
students; LTP-all
other employees),
new rows must
inserted

[] To insert additional
rows, click

(1 Click & save

1 Click

Eeturn to Search
+= NEXQIH@‘ISt §_ revious in List

emp oyee
department for time
entry

7/31/2008

EE Data - Current Appeintment
Enter any information vou have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value |

Pay Group: hegins with |EIW
Batch ID: begins with v |AD1

L L

Department: | bedgins with |
EmpliD: bedins with |1844?4
Empl Rcd Nbr: |

Name: hegins with |
Last Name: hegins with |%
Search ‘ Clear | Basic Search Bl Save Search Criteria
Umversttyof
L. Ol0T8

Menu
Search:
| ®|
> My Favorites Time Entry Data
[» Reports Esava} Q) Return to Search] +EMextinList | | 15 Frevious in List]
[ Recruiting =

[+ Workforce Administration Company:

[ Time Entry Reparts
[> Find Batches

b Campensation CU o University of Colorado Batch ID: AD1 Open
= Tire Collsction | Pay Group: B _Biweekly Employee PayEndDate: 11/18/2008
= Batches iﬁifiiii&;e_e TE Status
Emplil: 134474 0 Runyan,Judith E=— _Cj-tallcelled_ ._npprwe(l_.
T Pay & Active Job Code: 4101 ©OReady Erocessed
EE Data - Expired i - |
Appointment * LeaE 4
— EE Data - Qne Time Rate: $2.00 Position:  00g33283 | Sick: Vacation:
Payment - L — "
— EE Data - Entered in i =1
Batch Customize | Find | Wiews Al | | First 1 1081 L2 Last

[ Warkforce Development f |-éTH Q. STOTHRLY | 20.00 | | | a [=]
[» Organizational Development
[ Enterprise Learning
[ Reporting Tools
— My Dictionary
=)
|
fiétals |
2000 500 1600
B save | SiRsturnto Search | [Z] Motify
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MARK BATCH ‘READY
FOR APPROVAL’

7. Without cancelling
out of the page
after saving the last
employee’s data,
navigate to the
Batch Header page

1 Using the left-hand
navigation menu,
click “Batch Header”

1 Change Batch Status
to “Ready”

[ Click B save

APPROVE THE

BATCH

8. Without cancelling
out of the Batch
Header page,
navigate to the
Approve Time
Entry/No OTP page

1 Using the left-hand
navigation menu,
click “Approve Time
Entry/No OTP”

7/31/2008

Company: cu University of Colarado Batch ID: A
Pay Group: = Biweekly Emploves Batch Source: O Online
Pay End Date: 1171852006
Created By: 142338 Siddigque, Chris 10463 UCEL Stdt Fin-S0F0
Description: Batch Totals
FBESS1000 AD
EE Count: 1 Pay Amt:  §160.00
[]10one Time Payment Only?
m v Addl Amt:  §0.00 Hours: 20.00
Batch Status
Approved Totals
C Open Approved
O cancelled EE Count: 0 Pay Amt:  §0.00
Processed
(& Ready Addl Amt:  §0.00 Howrs:  0.00
E save ‘ L\ Return to Search | [=] Motity BT

University,,

Ule

Menu (=]

Search:

I |®
[+ My Favorites
[» Reports

[ Recruiting
[ Workforce Administration
[» Benefits

[* Compensation

= Time Collection

= Batches

— Batch Headar
— EE Data - Current
Anpointment
— EE Data - Expired
Anpointment
— EE Data - One Time
Fayment
— EE Data - Entered in
Batch
— Approve Time EntrNo
aTP
— Approve One Time
Payments
[* Time Entry Reports
[> Find Batches
[+ Payrall far orth America
[ Payroll Interface

Company: cu
Pay Group: B
Pay End Date:  11/18/2006

Created By: 142339 Siddigue,Chris

__________Description:
PBS51000 AD

[Jone Time Payment Only?

Batch Status
(@] Open Approved
O cancelled SO
@) Ready

& save ‘ ELReturnto Search | [E] Notify
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University of Colorado

Biweekly Employvee

Batch ID: AD1

Batch Source: O Online

10463  UCSL Stdt Fin-50F0

Batch Totals

EE Count: 1 Pay Amt:  $160.00
Addl Amt:  §0.00 Hours: 20.00
Approved Totals
EE Count: 0 Pay Amt: §0.00
Addl Amt:  §0.00 Hours: 0.00
B il
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9. Time Entry
Approve tab
displays

1 Click “View All” to
view all employees
included in the batch

1] Click the & 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 Retun |

to return to the Time
Entry Approve tab

Time Entry Approve
Company: cu University of Calorado Description: PBS41000 AD
Pay Group: By Biweekly Employee Pay End Date: 1171 8/2006
‘ Batch ID: AD1 Batch Source:  Orline Batch Status:  Ready |
Batch Added By: Siddique Chris 142339 L approved By
Customize | Find | Wiew &l | @ First |I| 1of 1 |I| Last
TE Hame # Hours Addl Amt |Pay Amount
T4 Runyan Judith 0 20,00 $0.00  $160.00
Batch Ready Totals: 1 Employees 20.00 §0.00 $160.00
Batch Approved Totals, 0 Employees 0.00 $0.00 F0.00
Bl Save | SLReturnto Search | [=] Maotify
Employee Time Detail
EmpliD: 184474 RunyanJudith Recd#: 0
Customize | Find | wiews Al | i Fir=t [4] 1of 1 [+ Last

Override
Spdiy/Acct

Description AddlAmt | Override Rate

3TH  STDTHRLY 20.00 §0.00

Return |
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11.Time Entry Approve

. Time Entry Approve
tab displays
) “ Company: Cl University of Colorado
1 Click the Approved Pay Groupy: By Biweekly Employee
By CheCkbOX to Batch ID: AN Batch Source:  Online

approve all entered
time entry records for
the batch

Batch Added By:  Siddigue, Chris 142338

TE Name

7 Click @& save L RunyanJudith

'] The checkbox to the
right of each
employee’s time entry
data will now be
checked on

Batch Ready Totals: 1 Employees
Batch Approved Totals: 1 Employees

"1 Deselect the
checkbox to the right
of the employee’s
data to un-approve
the time entry

Bl save | ES\Returnto Search | [Z] Motify

] Click & save

Student Hourly and Other Biweekly/Hourly complete
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Description: FESA1000AD
Pay End Date:  11/12/2006

Batch Status:  Ready
Approved By SarbaughJarmes

L
Customize | Find | Yiewe Al | | First 1 af 1 Last

Hours Addl Amt |Pay Amount

o0 2000 $0.00 $160.00
20.00 §0.00 $160.00
20.00 §0.00 $160.00
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