
CALCULATING A PAYCHECK



Zoom Webinar Controls



Calculating a Paycheck

Objectives
• Review the HCM data required to create a paycheck.

• Review the payroll entries that contribute to a paycheck.

• Review employee pay, taxes, and deductions that are included in a 

paycheck.

• Learn how the taxes and deductions are calculated.

• Learn what post processing actions are applied so that the paycheck can be 

distributed to Finance.

– Position funding, CU Time Overrides, Create Additional Pay Funding

– Account Codes
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Agenda

 HCM Payroll Overview

 HCM Payroll Entries

 Pay, Taxes, and Deductions

 Calculating Earnings

 Calculating Taxes and Deductions

 Pay advice: Reviewing the Employee Paycheck

 Payroll Post Processing

 Paycheck Distribution Examples

 Tracking Pay, Taxes and Deductions
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HCM PAYROLL OVERVIEW
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HCM – Payroll and Paychecks

HCM Payroll Data
• Master Record of Human Resources & Payroll Data

• Paycheck Information: Position, Funding, Personal, 

Job Data

Create Paychecks 

Paycheck Post Processing

Downstream Impact
• Payroll Expense to the General Ledger

• Payroll Encumbrances to the General Ledger

• Payroll Effort to the Electronic Personal Effort 

Reporting System (ePERS)
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HCM – Payroll and Paychecks

Payroll Data Entry

• Job Data

–Payroll

–Compensation Tab

• Contract Pay

• My Leave 

• CU Time 

• ePAR Additional Pay

• CU Create Additional pay

7 7



HCM – Payroll and Paychecks

Paycheck Creation

• Calculate employee pay, 

taxes and deductions in 

paycheck

• Calculate employer payroll 

expense for employee

• Create employee paycheck 

pay advice

• Distribute employee pay to 

employee
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HCM – Payroll and Paychecks

Paycheck Post Processing

• Distributes payroll expenses according 

to commitment accounting rules

• Apply SpeedTypes proportionally:

– Position Funding distribution percentages

– Additional pay distribution percentages

• Create account codes

– Position Job Codes

– Reg/Temp, Full Part time

• Create accounting lines to send to FIN

• Send Payroll Journal to FIN 
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Who gets a paycheck?

Person of Interest

Stipend Recipient

Employee Relationship
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HCM Position, Funding, Person, Job

Position + 
Person =
Job Data

Position
Position Funding

Position Funding
Additional Pay Funding

Person



HCM Data in Paychecks
Position Funding Personal Information Job Data

Position Number 
NEW effective date

Effective Date
prior to HIRE 

NEW incumbent

Effective Date 
Reason

Job Code
Reg/Temp

Title
Full/Part Time
Department

Location
Reports To

Standard Hours
FLSA Status

FTE
Update Incumbent

Position funded
NEW effective date

Department

Effective Dates
Vacant Position

Add/Insert
Past/Current/Future
Funding SpeedTypes

Percent of 100%

Effective Dates
Filled Position

Add/Insert
Past/Current/Future
Funding SpeedTypes

Percent of 100%

Name
Display Name

Empl ID

Gender
SSN (Primary ID)

Address
Phone (primary)
Email (primary)

Citizenship
Background Check

I-9 completed

Effective Date 
Reason

Job Code
Reg/Temp

Title
Full/Part Time
Department

Location
Reports To

Standard Hours
FLSA Status

FTE
Update Incumbent

Display Name
Empl ID

Record Number
Empl Class
Pay Group
Empl Type

Appointment end date

Compensation Rate Compensation Rate
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Fiscal Year
Suspense SpeedType

Taxes/Deductions



Employee and Positions

Job Data
Record 0 
Empl ID #999999 

Position 
#00123456
Associate Professor

Comp Rate: 
$100,000 annual

Job Data
Record 1
Empl ID #999999 

Position 
#00456789
Chair

Comp Rate: 
$20,000 annual

Empl ID     ######
00123456 00456789
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Job Data

Compensation Tab
Create Job Data with Template

Update Job Data with ePAR Pay Rate

Payroll Tab
Update Pay Group with 

ePAR Job Change
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Contract Details

Contract Pay
HCM WorkCenter – Contract Pay

Contract Payment Details
Payroll for North America

Employee Pay Data USA

Contract Payment Details
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HCM PAYROLL ENTRIES



HCM Payroll Entries

Payroll Data Received Via:

• Job Data

–Payroll

–Compensation Tab

• Contract Pay

• My Leave 

• CU Time 

• ePAR Additional Pay

• CU Create Additional pay
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HCM Payroll Entries

• My Leave – Submit and Approve Timesheets

• CU Time – Earnings and Exception Time

–My Leave Upload

–Manual Entry

–Batch Upload

• CU Time Override SpeedType

–Earnings Override ONLY

• ePAR Additional Pay 

–One Time Pay in CU Time

• Create Additional Pay

– Recurring Pay in Payroll for North America 

18



HCM Payroll Entries
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My Leave – Submit and Approve Timesheets



HCM Payroll Entries

CU Time – My Leave Upload
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HCM Payroll Entries

CU Time – Manual Entry
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HCM Payroll Entries

CU Time – Batch Upload
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HCM Payroll Entries

CU Time – Override SpeedType
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HCM Payroll Entries

CU Time – Override SpeedType
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HCM Payroll Entries

CU Time – ePAR One Time Pay
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HCM Payroll Entries

CU Time – One Time Pay
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HCM Payroll Entries

CU Time – ePAR Recurring Pay
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HCM Payroll Entries

CU Time – Recurring Pay – Create Additional Pay

28



Paycheck Scenarios

Single Paycheck Pay Period – Multiple Earnings Periods/Earn Codes

• Regular Earnings – Record 0
– Current Earnings Period

• Regular Earnings – Record 1
– Funding 1st – 15th

• Regular Earnings – Record 1
– Funding 16th – 30th

• Leave Earnings – Record 0
– VAC, SCK Previous Period

• Leave PPL – Record 0
– Campus Funding, Previous Period

• Other Pay – Record 0
– Overtime, Dock, Previous Period
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Paycheck with Leave 
Payroll Register Query
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Paycheck Scenarios

Single Paycheck Pay Period – Multiple Earn Codes

• Record 0
– Additional Pay (MVP-Restricted)

• Record 0
– Additional Pay (UPI-Restricted)

• Record 0
– Additional Pay (APF-Unrestricted)

• Record 0
– Work Study Earn Codes

• Record 0
– Late Pay - Work Study Codes
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Single Paycheck Pay Period – Multiple Earn Codes



Paycheck Scenarios

Multiple Paycheck Pay Periods – Single Earnings Period

CHECK PULL – REC 0 PAY

• Regular Earnings – Record 0
– PULL Current Earnings Period

• Regular Earnings – Record 1
– PULL Current Earnings Period

REENTER – REC 1 PAY

• Regular Earnings – Record 1
– REENTER – Previous Period
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Paycheck Scenarios

Multiple Paycheck Pay Periods – Single Earnings Period

OVERPAYMENT – REC 0 PAY

• Regular Earnings – Record 0
– Current Earnings Period

• Regular Earnings – Record 1
– Current Earnings Period

REPAY POSTED – REC 0 PAY

• Regular Earnings – Record 0
– CREDIT – Previous Period
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Paycheck Scenarios

Multiple Paycheck Pay Periods – Single Earnings Period

JOB DATA ERROR – REC 0 PAY

• Regular Earnings – Record 0
– Current Earnings Period

• Regular Earnings – Record 1
– Current Earnings Period

MANUAL CHECK – REC 0 PAY

• Regular Earnings – Record 0
– POSITION CHANGE 

– JOB CODE CHANGE

– EARNINGS CODE CHANGE–

Previous Period
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HCM Payroll Entries

Multi Earnings End Dates

• Mid-Month Funding Dates 

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

• Other Pay (DK1, OTM)

Multi Earn Codes 

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

• Additional Pay (Restricted) (MVP, UPI, Work Study)

• Additional Pay(Unrestricted) (APF, UOC)

• Work Study (Restricted)

Multi Employee Records

• Multi Record #s

• Multi Positions

Multi Pay Period End Dates

• Check Pulls

• Overpayments

• Manual Check Updates
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HCM Payroll Scenarios



ASSEMBLING THE PAYCHECK
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Payroll: Create Paychecks

One Paycheck per Pay Period
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Job Data
Record 0
Pos #1
Comp 

Job Data
Record 1
Pos #2
Comp

CU Time
Create Pay
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CALCULATING EARNINGS
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Exempt and Non-Exempt Employees

39

Non-Exempt Employees Exempt Employees

Pay based upon hourly rate for hours 
worked

Pay based upon salary for standard hours 
worked

Eligible for overtime after 40 hours/week Not eligible for overtime

Timesheets are required for hours work Timesheets should not be completed for 
hours worked

Timesheets are required for exception 
time

Timesheets may be used to report 
exception time

Leave time must be approved and 
certified

Leave time must be approved and 
certified

Monthly Salary = Hourly rate * 2080 
hrs/yr)/12 months

Monthly Salary annualized hourly rate 
used to determine exception time 
liability



Exempt and Non-Exempt Employees
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Non-Exempt Employees Exempt Employees

Monthly Salary = Hourly rate * 2080 
hrs/yr)/12 months

Monthly Salary annualized hourly rate 
used to determine exception time 
liability



Regular Rate of Pay

Regular Rate of Pay Formula Example paid 
Weekly

55 hours @ 12.00 + 
$100 Bonus

Total Hours Worked x Rate of Pay + Non-
Discretionary bonus

= Regular Pay 55 * $12 = $660
$660 + $100 = $760

Regular Pay / Hours Worked = Regular Rate of 
Pay 

$760 / 55 =  
$13.82/hr

Hours Worked – 40 = Overtime Hours 55 – 40 = 15 hrs

Regular Rate of Pay x .5 = Overtime Rate of 
Pay 

$13.82 * .5 = $6.91

Overtime Rate of Pay x Overtime Hours = Overtime 
Premium Pay 

$6.91 * 15 = 
$103.65

Total Regular Pay + Overtime Premium Pay = Total 
Compensation 

$760 + 103.65 = 
$863.65



CALCULATING TAXES AND 

DEDUCTIONS
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Payroll Taxes & Deductions

Taxes

Federal

State

Meditax

Social Security

Deductions

Cafeteria Plan Contributions – Before Tax
- Health/Dental/Life/Vision/Disability
- FSA/HSA

Cafeteria Plan Contributions – After Tax 
- Health/Dental/Life/Vision/Disability

Mandatory Retirement Contributions
- 401A, PERA, Student Retirement

Voluntary Retirement Contributions
401K, 403b, 457

Voluntary Deductions



Wages Subject to FICA and Income Taxes
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Gross Wages and FICA Employee Employer

– Café Plan Pre-tax Benefit Cost Benefit Cost

+ Taxable Employer Life Premium (>50K) Life Premium Life Premium

= Wages subject to OASDI and Meditax 6/2% + 1.45% 6/2% + 1.45%

Gross Wages and Fed/State Tax Employee Employer

– Café Plan Pre-tax Benefit Cost Benefit Cost

– PERA Employee Contribution 8.75% 10.4%

– 401A Employee Contribution 5% 10%

– Voluntary Retirement Contribution Variable Variable

= Wages subject to Federal/State Tax W-4 election none



Payroll Taxes & Deductions

Taxes and Deductions Employee Pays Employer Pays

Federal Withholding Tax (FWT) W-4 (Status/Allowances) No

State Withholding Tax (SWT) W-4 (in CO) No

Federal Supplemental Tax 22% Fed; 4.63% State No

Meditax: based upon (Wage – Café Plan Pre-tax + Premium (Life > 50K)) 1.45% 1.45%

Social Security (OASDI): based upon (Wage – Café Plan Pre-tax) 
(Not for PERA participants)

6.2% 6.2%

401A 5%
Reduce FTW/STW base 

10%

PERA (prior PERA 401(A) participant subject to ER AED (5%) and ER SAED 
(5%)

8.75%
Reduce FTW/STW base 

10.4% + 5.0% + 5.0%

Student Retirement (when UG < 6 hrs, G < 3 hrs, summer between terms, 
40+ hrs/wk, applied per term) (no OASDI/Meditax)

7.5%

401K, 403b, 457 (voluntary deduction) Reduce FTW/STW base 
Reduce net pay

Cafeteria Plan Contributions – Before Tax Reduce FTW/STW base 
Reduce FICA base 
Reduce net wages

Reduce FICA base

Cafeteria Plan Contributions – After Tax Reduce net pay only

Voluntary Deductions Reduce net pay only



Earn Codes with Supplemental Tax
HCM Query: Earnings Codes

Earn 
Code Earn Code Descr

Tax 
Method

Add to 
Gross 
Pay

Subject 
to FWT

Subject 
to FICA 401A PERA 401K 403B 457

Eligible Retirement 
Plans

APF Additional Pay Flat Supplemental Y Y Y Y Y Y Y Y 401k, 403b, 401a, 457, PERA

INC Incentive Pay Supplemental Y Y Y Y Y Y Y Y 401k, 403b, 401a, 457, PERA

UOC UPI On Call Incentive Pay Supplemental Y Y Y Y Y Y Y Y 401k, 403b, 401a, 457, PERA

UPI University Physicians Inc Supplemental Y Y Y Y Y Y Y Y 401k, 403b, 401a, 457, PERA

VCT Vacation @ Separation Supplemental Y Y Y Y Y Y Y Y 401k, 403b, 401a, 457, PERA

SKS Sick Leave @ Retirement Payoff Supplemental Y Y Y Y Y Y Y 401k, 403b, 457, PERA

ADP One Time Pay - Res and Student Supplemental Y Y Y Y Y Y Y 401k, 403b, 401a, 457

AWR Awards - Taxable Supplemental Y Y Y Y Y Y 401k, 403b, 457

BON Bonus Supplemental Y Y Y Y Y Y 401k, 403b, 457

REC Recruitment Incentive Pay Supplemental Y Y Y Y Y Y 401k, 403b, 457

LSA Legal Settlement-No Retirement Supplemental Y Y Y

MVT Moving Expense - Taxable Supplemental Y Y Y

REF Referral Award Supplemental Y Y Y

SEV Severance Supplemental Y Y Y

TTF Taxable Tuition FICA Supplemental N Y Y

TTW Taxable Tuition Waiver Supplemental N Y Y
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Earnings Codes taxed at the SUPPLEMENTAL TAX RATE: 
22% Federal 4.63% Colorado plus 1.45% Medicare and 6.2% OASDI. 



Gross Up Calculations

1. Add employee rates: Federal, State, 

Meditax, OASDI, PERA, (401A)

2. Subtract from 100%

100% - 34.28% = 65.72%

3. Divide desired payment by ratio

$4,000 / .6572 = $6086.43
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PAYCHECK 
SUMMARY

Employe
e

Employe
e Rates

Employe
e Rates

Add'l Pay $4000.00
Federal 
Withholding yes 22% 22%
State 
Withholding yes 4.63% 4.63%

OASDI yes 6.2% 6.20%

Meditax yes 1.45% 1.45%
PERA no 8.75 10.40%
AED no 0% 5.00%
SAED no 0% 5.00%

401 A no 5% 10.00%

TOTAL 34.28%



Moving Reimbursements & Taxes
https://www.cu.edu/docs/moving-expense-procedures-and-resources
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PAY ADVICE: REVIEWING THE 

EMPLOYEE PAYCHECK
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Employee Pay Advice
https://www.cu.edu/employee-services/payroll/self-service/paychecks
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Employee Total Compensation Calculator
https://www.cu.edu/employee-services/collaborative-hr-services/total-compensation-calculators
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https://www.cu.edu/employee-services/collaborative-hr-services/total-compensation-calculators


Pay Advice with PERA and Additional Pay
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**Life = 50K only = employer portion not taxable
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Pay Advice with PERA and Additional Pay



Pay Advice with 401A & Supplemental Pay
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**Life > 50K =employer portion taxable
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PAYROLL POST PROCESSING



Payroll: Apply Funding and Post to FIN (Finance)
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•

Paycheck Amounts EE Pays
ER

Pays

HCM Creates
Accounting 

Lines to post 
to FIN

Earnings & Leave 
TO FIN

Additional Pay 
TO FIN

Taxes TO FIN

Social Security  
TO FIN

FICA/Medicare  
TO FIN

Deductions TO FIN

PERA  
TO FIN

401a ORP  
TO FIN

Health/Dental/Life  
TO FIN

Other Deductions 



Chartfields (FOPPS) and Account Codes
https://www.cu.edu/controller/accounting-finance/chartfields-attributes

• Chartfields

• SpeedTypes

• FOPPS

• Fund

• Organization

• Program

• Projeject

• Sub-Class

• Account Codes
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https://www.cu.edu/controller/accounting-finance/chartfields-attributes


Job Data

Work Location Job Information
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HCM Payroll Entries

CU Position Funding
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HCM Payroll Funding Entries

• My Leave – Submit and Approve Timesheets

• CU Time – Earnings and Exception Time

–My Leave Upload

–Manual Entry

–Batch Upload

• CU Time Override SpeedType

–Earnings Override ONLY

• ePAR Additional Pay 

–One Time Pay in CU Time

• Create Additional Pay

– Recurring Pay in Payroll for North America 
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Chartfields (FOPPS) and Account Codes
https://www.cu.edu/controller/accounting-finance/chartfields-attributes

https://www.cu.edu/controller/accounting-finance/chartfields-attributes/account-quick-reference-card

https://www.cu.edu/controller/accounting-finance/chartfields-attributes/chart-accounts

Payroll Account Codes --Account Sub-groups: 
• Expenses 400000 - 989999 

• Faculty salaries & wages 400000 – 402199 

• Student faculty salaries & wages 402200 – 402499 

• Officer/exempt salaries & wages 402500 – 404999 

• Classified staff salaries & wages 405000 – 407499 

• Hourly wages 407500 – 409999 

• Faculty benefits 418400 – 422209 

• Student faculty benefits 422210 – 422499 

• Officer/exempt benefits 422500 – 424999 

• Classified staff benefits 425000 – 427499 

• Hourly benefits 427500 – 429999 
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https://www.cu.edu/controller/accounting-finance/chartfields-attributes/account-quick-reference-card
https://www.cu.edu/controller/accounting-finance/chartfields-attributes/chart-accounts


Account Code Allocation

405100 Class FTP Pay A Z R F

405341 Class FTT Oth Pay A Z T F

405200 Class PTP Pay A Z R P

405400 Class PTT Pay A Z T P
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400100 Fac FTP Pay 1100 1199 R F

401355 Fac FTT Pay 1100 1199 T F

401300 Fac PTP Pay 1100 1199 R P

401400 Fac PTT Pay 1100 1199 T P

400840 PoDocFell FT Stipends 3201 3201 R F

400840 PoDocFell FT Stipends 3201 3201 T F

402065 PoDocFell PT Stipends 3201 3201 R P

402065 PoDocFell PT Stipends 3201 3201 T P

495201 PreD Fell Stipends HRMS 3202 3204 R F

495201 PreD Fell Stipends HRMS 3202 3204 R P

495201 PreD Fell Stipends HRMS 3202 3204 T F

495201 PreD Fell Stipends HRMS 3202 3204 T P

495202 Std Fell Stipends HRMS 3205 3206 R F

495202 Std Fell Stipends HRMS 3205 3206 R P

495202 Std Fell Stipends HRMS 3205 3206 T F

495202 Std Fell Stipends HRMS 3205 3206 T P

495301 Participant Stipends-HRMS 3207 3207 R F

495301 Participant Stipends-HRMS 3207 3207 R P

495301 Participant Stipends-HRMS 3207 3207 T F

495301 Participant Stipends-HRMS 3207 3207 T P

407600 Std Hr Pay 4101 4499 R F

407600 Std Hr Pay 4101 4499 R P

407600 Std Hr Pay 4101 4499 T F

407600 Std Hr Pay 4101 4499 T P

Account Codes indicate the type of expense that is charged to a SpeedType
Payroll uses Job Code, Regular/Temporary, Full/Part time status in position to assign the 
account code.



Account Code Allocation

418422 Fac FTP Dental Ins 1/1/1901 1100 1199 R F 11 Dental

418423 Fac FTP Disab Ins 1/1/1901 1100 1199 R F 30 Short-Term Disability

418423 Fac FTP Disab Ins 1/1/1901 1100 1199 R F 31 Long-Term Disability

418430 Fac FTP FICA Cnt 1/1/1901 1100 1199 R F 7T FICA Accrual

418420 Fac FTP Health Ins 1/1/1901 1100 1199 R F 10 Medical

418421 Fac FTP Life Ins 1/1/1901 1100 1199 R F 20 Employee Basic Life

418450 Fac FTP Oth Ben 1/1/1901 1100 1199 R F

418433 Fac FTP Oth RtrPl 1/1/1901 1100 1199 R F 4Y 401(a) ORP Retirement

418433 Fac FTP Oth RtrPl 1/1/1901 1100 1199 R F 7U 401(a) Accrual

418431 Fac FTP PERA 1/1/1901 1100 1199 R F 70 PERA

418431 Fac FTP PERA 1/1/1901 1100 1199 R F 7V PERA Accrual

418435 Fac FTP PERA AED 1/1/1901 1100 1199 R F 71 PERA AED

418432 Fac FTP PERA Mmk 1/1/1901 1100 1199 R F 40 401(k)

418432 Fac FTP PERA Mmk 1/1/1901 1100 1199 R F 46 403(b)

418432 Fac FTP PERA Mmk 1/1/1901 1100 1199 R F 49 457 Deferred Comp

418436 Fac FTP Supp PERA  AED 1/1/1901 1100 1199 R F 72 PERA Supplemental AED
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PAYCHECK DISTRIBUTION EXAMPLES
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Deductions NOT Distributed
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Deductions listed with a number are NOT distributed with the earnings 
listed.  For example, all the deductions will follow RGS, but only mandatory 
retirement will follow OTM, SKS, and VCT.



Paycheck Distribution – Benefits Pooled
Paycheck Distribution Query
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Tax/Deductions NOT Distributed

68

Deductions listed with a number are NOT distributed with the earnings 
listed.  For example, none of the deductions will follow MVT, but 
mandatory retirement will follow APF, AWR, BON, LEG, TPD, UOC and UPI.
MVA is imputed income only, and generates taxes but has no additional 
amount to create any deduction distributions.



Paycheck Distribution – Benefits Follow Earnings 

with Additional Pay
Paycheck Distribution Query
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CU Time Override = Earnings Only follow the SpeedType
Position Funding = Taxes/Deductions follow



Paycheck Distribution – Benefits Distributed 

Across Positions
Paycheck Distribution Query
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TRACKING PAY, TAXES AND 

DEDUCTIONS
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UCD OGC PET Template
www.ucdenver.edu/research/Research%20Administration%20Documents/PET%20Employee%20Salary%20Template.xls
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http://www.ucdenver.edu/research/Research%20Administration%20Documents/PET%20Employee%20Salary%20Template.xls


UCD PET Calculator – Salary Version 
http://www.ucdenver.edu/about/departments/finance/Pages/Tools_PETCalcs.aspx
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http://www.ucdenver.edu/about/departments/finance/Pages/Tools_PETCalcs.aspx


UCD PET Calculator – Deficit Version
http://www.ucdenver.edu/about/departments/finance/Pages/Tools_PETCalcs.aspx
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http://www.ucdenver.edu/about/departments/finance/Pages/Tools_PETCalcs.aspx


RESOURCES
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www.cu.edu/docs
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Training and Webinars
https://www.cu.edu/hcm-community/hcm-projects/training-webinars

Tip:
Additional 
SkillSoft
training 
courses are 
also available.

https://www.cu.edu/hcm-community/hcm-projects/training-webinars


Thank You
Email hcm_community@cu.edu

Tel: 303-860-4200 x 2

Questions and comments are always welcome

Catherine McCoy, CPP

Payroll HR/GL Specialist, Employee Services

University of Colorado, 1800 Grant Street, Suite 400, Denver, CO 80203

t 303 860 6123 | Catherine.mccoy@cu.edu
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