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Before You Begin

e Download the Step-by-Step Guide

« Why Update Funding After Payroll?
e Prepare Updated Funding




Step-by-Step Guide

www.cu.edu/docs
https://www.cu.edu/doc/pet-data-mappdf

@ -
HCM: PET Data Page Map
https://www.cu.edu/doc
/ pet-data-mappdf

HOME

: \" ~/
Document Library
|[ PET ] Department
ALL F M P

DOCUMENT NAME TYPE DEPARTMENT

Funding Entry HCM Gommunity

Managing Funding Suspense HCGM Gommunity

Payroll Expense Transfers - PETs HCM Community

(Regular Users)
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Position Funding & Payroll

Funding is required for each active position with an incumbent.
It specifies how payroll posts earnings, taxes and deductions to
the general ledger. After payroll processes, use a PET.

Department CU Funding Payroll
Budget Table Entry Rows Expense
(DBT)

Transfer
o e

@T University of Colorado
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Why Update Funding After Payrol

[

: Effort or Additional Pay funding changes :

Late or incorrect funding changes

1 Transfer to/from temporary funding :

[ Clear Suspense:

.

» Expired Funding End Date

« DBT Missing for Fiscal Year or Department
« DBT Mismatched for Department

L Controller/Student Employment Access

« Inactive SpeedType or Project in Reporting or Closed Status

)

 Used for restricted earn codes
» Changes to taxes/deductions or account codes
» Work study funds

@T University of Colorado
Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin
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Prepare Updated Funding

f EID, or Position, or SpeedType ]
=f Pay Period or Earnings Period Begin & End ) :

. Dates )

If Optional Department, Earnings Code, or Job | I

%\ Code ) :
[ SpeedTypes and Percentage of Distribution = )

| 100%

J

. ~

= Optional Documents & Justification for Grants I
A

l dditional Ad Hoc Approvers |

@l University of Colorado
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Search for Paychecks

« Navigate to the PET Page
 Search for Paychecks

e Choose Paychecks to Update
« System Checks




Navigate to the HCM PET Page

v CU Resources Home

l e o S T I [ PN
b HL.!N‘ T IVINTTY WA LV pE )

HCM WorkCenter Pay Actions

P CU PETs and Funding ~ |i

CU Process Direct PET

CU Pasition Funding History
CU PET Financial Aid Users
CU Process PET Regular Users
CU Funding Entry

CU PET Summary

Batch PET Upload

|i New PET Request ||

WY T H.r.:quc::u:!

HRGL Requests for My Depts

HRGL Request General Search

PET Pending Approvals
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Create a New PET

Payroll Expense Transfer

Payroll Expense Transfer

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

Find an Existing Value | Add a New Value |

——

Search by: |HRGL Request# .. |begins with |

Advanced Search

@ University of Colorado
Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin
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QRG: PET Map - Paycheck Search

https://www.cu.edu/doc/pet-data-mappdf

Paycheck

Search

& Results
m—— AD HOC
—rn Approvers
— = s Attachments
e o= Comments
e Events
—y————— Actions
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Paycheck Search
Criteria & Results

IrF"aFGT'lEGFc Search IlEE.I’I'IiI'IgE ” Taxes || Deducticns || Summary |
FPayroll Expense Transfer Fin Aid J Controllers: || Benefits Override: [] Fin Aid / Controllers Office
HRGL Request #: Status: Searched/Draft Crriginator: MMeCoy, Catherine Louise
Submitted: Submitted by: Created: 042820 10:18PM .E.
Completed: Last Update:
I ychec rch Criteria Find | View All  First '+ 1of1 © Last

Empl ID* Pesition Humber® SpeedType®

[ a [ a | s}

Pay Begin Date Pay End Date Earn Code  Employee Name Search Empl Record # Department

I wl e | 1 [ ] [ I«

Earnings Begin Date Earnings End Job Code

Date Sear |
Include Of-Cycla?: | ch for Paycheds |
I - It
Sen.t[hln‘t'f' tion Emails to Criginat
Select Al Un-Select Al meation =matls fo Lrainater

Paycheck Search Results Personalize | Find | View all | 0] [ Firt 0 10f1 b Last

Main | AddlInfo

Pay End Ezrnings End O Empl Pocition  Job Pay Total Total

S ZEE) Cate Diate Cycle Zizil Red# AR Mumber Code Group Earnings Ll Deductions
] 0 0.00 0.00 0.00
Ad Hoc Department Approvers (If Heeded)
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Paycheck Search
Criteria

Paycheck Search Criteria Find | View Al First 4

O R Position Hu:;er* SpeedType*

Pay Begin Date Pay End Date Earn fode  Employee Hame Search Empl Record # Department

L wm L & [(fla [ - [ ] [ &

QR e
#_ Earnmings Beg rnings End Date |:|@{ T— | Job Code
3 2 ar Paychec
— i — S —

( Empl 107 ( \
1 O R |:|Q 2 Pay Begin Date Pay End Date
Position Number® I:IE I:IEJ

I ) OR

O R Earnings Begin Date  Earnings End Date

SposTTe” - —
L VAN Y,

@ University of Colorado
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Paycheck Search
Search Paychecks

Paycheck Search Criteria Find | ViewAll  First (4 10f1
( EmplID* Position Number* SpeedType*

B o T | Q

Pay Beqgin Date Pay End Date rm Code Employee Hame Search Empl Record # Department

04/01/2018 |[5] [EEERENE a, [ ] e

Earnings Begin Date  Earnings End Date E . = e ; i Job Code

i 7 [+ earch for Paychec
— N — Ll [l

Send Notification Emails to Originator

Select Al Un-Select Al
Paycheck Search Results Personalize | Find | Viewal |2 B First (0 130f3 (M Last
Main | Addlinfo | [0
Selected Pay End Date E‘égf“gs End nge Empl ID E’BE;' Department E‘;‘: Job Code g‘:ﬂu Eam?tas' Total Taxes ___ JL’.TL'
04/30/2018  03/31/2018 1 155950 0 30063 00652347 1310  F12 387122 83306 53653
04/30/2018  04/30/2018 1 155950 0 30063 00652347 1310  F12 387122 83306 53653
05/31/2018  05/31/2018 1 155950 0 30063 00652347 1310  F12 387122 83306 53653
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Paycheck Search
May Paycheck - Single Line

Paycheck Search Criteria Find | ViewAll  First (4 10f1
Empl ID* Position Number* SpeedType®
L. e | e
Pay Beqgin Date Pay End Date Earn Code Employee Hame Search Empl Record # Department

pavzors gy | [csmenie I | |

Q|

B [ ] [ a

Earnings Begin Date  Earnings End Date

A T B

Include Off-Cycle?:

O
Job Code

i Searchfor Paychecks &

Send Notification Emails to Originator

Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin

EMPLOYEE SERVICES

Select All Un-Select All
Paycheck Search Results Personalize | Find | view All | G0 | & First (0 13013 () Last
Main || Addlinfo |

Earnings End OFf Empl Position Pay Total Total
Selected Pay End Date Date Cycle Empl ID Rede Department Number Job Code Group Earnings Total Taxes Deductions
|:| 043002018 03312018 ] 155950 ] 30063 Q0652347 1310 F12 3,871.22 83306 h36.53
|:| 043002018 04/30/2018 155950 ] 30063 Q0652347 1310 F12 3,871.22 83306 536.53
05/31/2018  05/31/2018 ] 155950 ] 30063 Q0652347 1310 F12 3,871.22 83306 h36.53

University of Colorado



Paycheck Search
April Paycheck - Multi Line

Paycheck Search Criteria Find | View All First (1) 10f1
Empl ID* Position Number* SpeedType®
-0 - " | A

Pay Begin Date Pay End Date Earn Code Employee Name Search Empl Record # Department
04/01/2018 |5 osazots |5 [ |a | [s} [ ] A

Earnings Begin Date  Earnings End Date Job Code

I:IE I:IE Include Off-Cycle?: i SearchforPaychecks i |:|@\

Send Notification Emails to Originator

Select Al Un-Select Al

Paycheck Search Results Personalize | Find | View Al | 2| [ First () 1.30f3 (2 Last
Main || Addilgfo | [Fo

selected Pay End Date E‘;gf“gs End C?gﬂ Empl ID EL”[EE[ Department Esfn“é‘;': Job Code E‘:{;up Eamm;as[ Total Taxes . mﬁ'ﬁ

04/30/2018  03/31/2018 [ 155850 ] 20063 00652347 1310 F12 387122 833.06 536.53

043002018  04/30/2013 [ ] 155850 0 20063 00652347 1310 F12 387122 833.06 536.

Ol 05/31/2018  05/31/2018 [ 155850 ] 20063 00652347 1310 F12 387122 833.06 536.53
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Paycheck Search
System Checks

Paycheck Search Message

Empl ID¥
_ — Invalid value — press the prompt button or hyperlink for a list of valid values (15,11)

Pay Begin Date

I:IB The value entered in the field does not match one ofthe allowable values. You can see the allowable values by pressing the
Prompt button or hyperlink.

Earnings Begin Dat

I Nrc e

Message

This will refresh all of the information for this PET. Do you want to continue with a new search? (27000, G)

§| Cancel |

University of Colorado

Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin
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Confirm Paycheck Earnings

e Paycheck Information
 Job Data Snapshot

e Current Check Distribution
o Compare with Search Results




QRG: PET Map - Earnings Tab

https://www.cu.edu/doc/pet-data-mappdf
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onfirm Paycheck Earnings

| Faycheck Search IEE_aﬂﬁngs‘hTaxE || Deductions ” Summary
Payroll Expense Transfer
| HRGL Request#: Status: Searched/Draft Originator: IMcCoy, Catherine Louise
Paycheck Detail
!:ayc“ec""*"f""“aﬁ"“_l} = : Scroll through the paychecks in
Name Enpl D Roas FACDEN Py PEND  Cyote pagenor Linenor S2) BEIL | ot Dot the PET if more than one-
Devis.Agron 158860 0  e6FI7EZ F12  o42020M8 | | 1220 & o | zerizz| seesr sanes
FJGEDEESFpsh_ot_h Ferscnalize | Find | Viewall | 2] [ Fist 4 1of1 F Last
F;::[# I.l'nb EFf Date Ii:?rb Ine .Hm t[Position | Job Job Descripti HR Stat Action Action Reason Pay F Pay  prp Std H Comp Rat Reports o E™P! e,
= partment | Code o seription us ion Action =on Pay Frequency Group ours p Rate portsTo - - RegTemp
0 0701/2017 2 20063 00852347 1310 Frofessions| Resssrch Asst  Active FaY PTG M F12  0.500000 32.00 ;:;,371.220000 [ana:zaa 1 Regular
Current Check Distribution | Fesonalize | Find | 00| [F  Fist 4 130f2 * Last
g:lt‘f““' 'Ei;f“gf‘ End qoge Department Pocition # Jobcode E‘;;E SpeedType |SpeedType Deceription Account Project |Project End Date Amount Pictrib %
D4/30/2013 03/31/201% 0 30083 00652347 1210 | SCK 62943301 PELE Auxiliary 400500 323,34 [100.000
04/30/2018 03/31/2018 0 30083 00652347 1310  VAC 62943301 PELE Auxiliary 400800 233,24 [100.000
04/20/2018 04/20/2018 0 20083 00652347 1210 RGS 62943201 PELE Auxiliary 400500 3,424.54 |100.000
| Copy Funding Distibution | Apply Funding Template te Future: I:‘ )
Apply to Future Eff Date: Prorate Date: I:hl“.'
Funding Template for Copy Perscnalize | Find | FF—'I E‘ First 'i' 1of1 & Last
SpeedType SpeedType Description Account | Fund Code Project E;‘g‘"" End Distrib % Eﬁt“;““g End
[ a [ Ja [ wm®3
Set =ll earnings to Copy for this chedk Set =ll esrnings to Copy for 21l cheds Copy Checked Rows to Earnings Funding Template
New Check Distribution Fersonalize | Find [ (21| [ Fist © 130f2 O Last
Dl'stﬁ‘;ﬁrl'nn? gi;:'-“gs End pcds Department Position # Job Code E‘;&'ﬁ SpeedType SpeedType Description Account  Project E::Lm End Amount Distrib % %E?E;Ei;
[0 oz2u2018 0 20062 00852247 1310 SCK  [62842301 |y PELE Ausiliary 400500y, [ 22324 [100.000]| [EEENE
[] o22u2018 0 30062 00852247 1310 VAC  [62843301 |y PELE Ausiliary 400500y, [ 22334 [100.000]| [N
[] 0420/2018 © 30082 00852347 1310 RES  [62542301 |y PELE Ausilisry 400500y, 3.424 .54 [100.000] [ [N
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Paycheck Info, Job Data Snapsho
& Current Check Distribution

Paycheck Detail

Paycheck Information

Paycheck Pay . Sep Total Total
L3 ALY Humber GroupjDate ycle ? PageHbr | Line Hbr, Ch Deductions Taxes
Daviz Aaron 155950 ID GE72722 F12  |04/30:208 || 1320 ] ] 536.53 833.06

« Job Data Snapshot

g Position

Red# Rob Eff Date Eff  Departme ob Code Job Description HR Status
seq Humber
0 702017 2 30063 00652347 §310 Professional Research Asst  Active

Personall

Action Action Reason Pay Frequency Eﬂup FTE

FAY  PTC i F12

Std Hour

0.800000 32.00

Find | View Al | & |

Comp Rate
$3,871.220000

El;;gings End Red#  Department Position ¥ Jobcode Eﬂe
0413012018 J0331/2018 § 0 30063 00652347 p10  SCK
04/30/2018 Q03312018 § 0 30063  00G52347 W10 VAC
0413012018 JO420/2018 § 0 30063 00652347 $10  RG3

SpeedType SpeedType Description

§2943301 PELE Auxiliary
(2943301 PELE Ausliary
62943301 PELE Ausiliary

Personalize | Find | €| B
Account Project  Project End Date

400500
400500
400300

Frst 4 13013 0

W Distrib %

22334 100.000
22334 100.000
342454 100.000

University of Colorado
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Paycheck Partial Earnings

Ii Paycheck Search I Earnings ” Taxes " Deductions ” Summany

Paycheck Search Results Personalize | Find | View All | ﬁll @ First ‘4) 1-30f3 */ Last
Main || Addlinfo |
Earnings End Empl Position Pay Total Total
Selected Pay End Date Date Empl ID R Department Nurmber Job Code Group Earnings | Taxes Deductions
] 0473002018 037312018 ] 155950 1] 20063 00652347 1310 F12 387122 233.06 53653
g— —
04/30/2018  04/30/2018 ] 155950 ] 20063 00652347 1310 F12 387122 833.06 h36.53
05/31/2018  0&5/31/2018 ] 155950 ] 20063 00652347 1310 F12 833.06 h36.53
Faychuck Suarch |IElml'ngrllnm | Daductions | Summary
r
Paycheck Detail
Paycheck Information
Name Empl 1D Reds zz*r’rfg:f"‘ E‘:{.’up g:f:“d g;rcle , Page libr  Line lbr g: G'rrgg b
Davis Aaron 155950 0O 6672722 F12 0403002018 [ 1320 i 0 387122
+ Job Data Snapshot
Jab -
Red#  Job Eff Date Ef:q Department :Efﬂﬁ;‘: Job Code Job Description HR Status Action Action Reason Pay Frequency E?!;up FTI
0 07012017 2 30063 00652347 1310 Professional Research Asst Active PAY FTC Tl F12  0.800000 32.00 $3,871.220000 Op350299
Current Check Distribution Personalize | Find | 3| (&2 First (0 10f1 (P Last
Pay End Date i{gings End Rcd# Department Position # Jobcode Efl:li-le SpeedType SpeedType Description Account Project Project End Datg Amount Distrib %
04/30/2018 044302018 0 30063 00652347 1310 RGS 62943301 PELE Auxiliary 400500 3424 54 100.000
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Paycheck Search - Watch It

' v CU Resources Home l

Search

Finance Skillsoft

Concur Travel & Expense Syst...
PEOPLESOFT
FINANCE

® o

Approvals Request System Access

SkillsMft

CU Careers - Search Jobs/Apply Code of Conduct

>

CAREERS

My Preferences

éll

University of Colorado
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Redistribute Earnings

e Manual Overwrite

e Distribution = 100%
e« Amount vs Distrib %
e System Checks




QRG: PET Map - Earnings Tab

https://www.cu.edu/doc/pet-data-mappdf
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New Check Distribution

| Faycheck Ssarch wﬂnﬁ ” Deductions || Summary

Payraoll Expens%e Transfer

| HRGL Request #: Status: Searched!/Draft Originator: McCoy, Catherine Louise
Paycheck Detail Find | View All First 4" 1 of2 "*" Last
Evchisckiinformatian — Scroll through the paychecks in
Faycheck Pay  Fay End ; Sep Total Total Total the PET if mare than one.
o Exme D e Number Group Date Eycle Eaas B (St Chk Gross Deductions Taxes
Davis, Agron 158850 0 6872722 F12 04202018 | | 1220 [ 0 287122 52653 §33.08
= Job Data Snapshot Personalize | Find [View Al | ] B Fist 0 40f1 0 Last
2o Pesition  Job Pay Emgpl
Rcd# Job Eff Date if:q Department Mumber Code Job Description HR Status Action Action Resson Pay Frequency Group FTE 5td Hours Comp Rate Reports Te Clazs RegiTemp
0 OTO1/2017 2 30063 00652347 1310 Frofessional Ressarch Asst  Active PAY PTC W F12  0.800000 32.00 $2,871.220000 00350288 1 Regular
Current Check Distribution Ferscnslize | Find | 0| [ Fist 0 1-30f3 % Last
E:{EE““' E’:;:"“gs End | peds Department Position # Jobcode E;ré'e SpeedType | SpeedType Description Bccount Project | Project End Date Amount| Distrib %
04/20/2018 03/21/2018 0 20062 00852247 1310 SCK 62842201 FELE Auxilisry 400500 222,24 100.000
04/20/2018 03/21/2018 0 20062 00652247 1310 VAC 62842201 FELE Auxilisry 400500 222.24 100.000
04/30/2018 04/20/2018 0 20083 00852347 1310 RGS §2843201 FELE Auxilisry 400500 3,424 54 100.000
Apply Funding Template to Future: |:|
| cepy Funding Distribution | o
Apply to Future Eff Date: Prorate Date: I:lf!.
Funding Template for Copy Fersonalize | Findlﬁ'l =] First ‘' 10of1 b Last
SpeedType SpeedType Description Aecount Fund Cede Project E::im Ead Distrib % Eﬁ:::[l‘ng End
[ Ja [l o000/ Ju [+ =)
Il;New Check Distribution | Fersonalize | Find | (2| [ Fist 0 130f2 b Lest
- - Funding End
Coy Earnings End - Earn e > Froject End = =
Dl'striblﬁ'nn? T g Recd# Department Position # Job Code Code SpeedType SpeedType Description Account Project Dati]a Amount Distrib % Eﬂi:;fjgzls!}r
O 03/31/2018 |0 (30063 | D0B52347 1310 SCK 82843301 |y PELE Auxiliary 400500y [ 22324 [100.000]| [ ==
O 0%/21/2018 0 20083  D0S5I347 1210 WAC (82843201 |y PELE Auxiliary 400800y [ 23324 [100.000] [ EE =]
O 04/20/2018 0 20083 DDSEIR4T 121D RGES [62842201 [Cy FELE Auxiliary 400500y 2.424.54 [100.000] | [y 2 |=
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Overwrite Funding Details
Add +] and Delete - Rows

I Mew Check Distribution

Copy Earnings End
Distribution? Date

Red# Department Position# Job Code

L] 03212018 0 30063 00652347 1310 SCK
L] 032312018 0 300&3 00652347 1310 VAL
] 04202018 0 20063 00652347 1310 RG3

Earn
Code

SpeedType SpeedType Description

02843301 |3y PELE Auxiliary
62943301 |y PELE Auxiliary
02843301 |3y PELE Auxiliary

Account Project Project End Date

4003003y,
4005003,
4005002y

Personalize | Find | Iﬁll @ F

irst ‘1) 130f3 ' Last

7

Amount Distrib % §if Apply Future =

unding End Date

es)

223.34| | 100.000

223.34(| 100.000|

3,424.54/| 100.000 5

@ University of Colorado
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Percent Distribution = 100%
Amount vs Distrib %

| Current Check Distribution

t 4 4of1 (* Last

Earn

Amount Distrib 2

Pay End Date Red# Department Peosition # Jobcode SpeedType SpeedType Descri
Date Code 3,8r1.22 100.000
0S/31/2018  DS/3102018 0 30083 00552347 1310 ARG5S 52043301  PELE Auxilary
| |
New Check Distribution |
- Amount Distrib %5
Digﬁgﬂ'l_nn? E{;'“EE End  pod# Department Position # Job Code E;E[:. SpeedType Spe|
05312018 0 30083 00852347 1310 RES  [s1000280 |y 1SS | 1.935-E1| | 5”‘-']"]"]|
05/31/2018 0 30083 00852347 1310 RGS  [61000013 | 18IS | 1835 E1| | 50 I}I}I]|
i 935, )

Ea

coq.  Speediype Speedlype Descr Amount] Distrib %
RS g1000240 |4 1515 Suspense 1,835.51 50.000
RS 81000013 |y 1515 Suspense 1,935.61 c0.000

@l University of Colorado
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SAVE & System Checks

n | Sawve ! Submit Approve Deny Recall

Ea Invalid value — press the prompt button or hyperlink for a list of
rm valid values (15,11)

speedType
{:ﬂd The value entered in the field does not match one of the allowable
values. You can see the allowable values by pressing the

Prompt button or hyperlink.
sck  |FHB00ENT o
OK

Warning — Mo changes have been requested. (27000,17)

OK Cancel Mew earnings distribution adds up to 55.84, but the total
distribution needs to be 223.34. (27000,21}
0K
University of Colorado
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anual Update - Watch It

< Paycheck Search

‘ Paycheck Search ” Earnings H Taxes " Deductions ” Summary ‘

Payroll Expense Transfer

Paycheck Search Criteria

Empl ID* Position Number*

155950 @, Davis,Aaron I:lq

Pay Beqgin Date Pay End Date Earn Code Employee Name Search Empl Record #
T R T i .

Earnings Begin Date Earnings End Date
[ [ I

Include OFf-Cycle?: [

Select All Un-Select All

Paycheck Search Results

Main | Addlinfo

Payroll Expense

Fin Aid / Controllers: | Benefits Override: [

nsfer

Fin Aid / Controllers Office

HRGL Request # Status: Searched/Draft Originator: McCoy, Catherine Louise
Submitted: Submitted by: Created: 04/30/20 12:34AM B
Completed: Last Update:

Find | View All First ‘4 10f1 '} Last
SpeedType*
I
Department
Q
Job Code
Q

E Send Notification Emails to Originator

Personalize | Find | View AI\|@| @ First ‘4" 4-30f3 ‘» Last

Eamings End  Off Empl Position Pay - Total
Selected Pay End Date o=/ Cyole EMPIID ool Department COCT JobCode OO Totsl Eamings TotalTaxes o, oo
[} 04/30/2018 037312018 155950 o 30063 00652347 1310 F12 3,87T1.22 833.06 536.53
) 04/30/2018 047302018 155850 ] 30063 00652347 1310 F12 387122 833.06 536.53
= 05/31/2018  05/31/2018 155950 O 30063 00852347 1310 F12 387122 833.06 536.53
Ad Hoc Department Approvek{\f Needed)
Department Approver 1
gmpin: [ @
Department Approver 2
empi: [ Ja
Department Approver 3
empin: _|Q
 Attachments Personalize | Find | | First
Attached File Deseription Add Aftachment Attached By Last Update Date/Time
1 [ il Add
Add Comment

1of1

b Last

)

4

| Wew Window | Help | Personalize Page

University of Colorado
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Use the Funding Template
« Update Funding Using the Template

e Apply to Future Funding




QRG: PET Map - Earnings Tab

https://www.cu.edu/doc/pet-data-mappdf
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https://www.cu.edu/doc/pet-data-mappdf

Funding Template for Copy

https://www.cu.edu/doc/pet-data-mappdf

| Paycheck Search I[Earnings Il Taxes || Deductions || Summary
;]

Payroll Expense Transfer

‘ HRGL Request# Status: Searched/Draft Originator: McCoy, Catherine Louize
Paycheck Detail Find | View Al First (1 1of1 (¥ Last
Paycheck Information
Paycheck Pay Pay End Off = Sep Total Total Total
B Empl D Rod# Humber  Group Date Cycle 2 Page Nbr (1 ine Nbr Chhk Gross Deductions Taxes
il O 0 .00 n.00 0.00
“+ Job Data Snapshot Personalize | Find | View &1| 2| B Fist (4 10f1 0 Last
ot Positi P Empl
Red# Job Ef Date EF  Department | o000 ok Code  Job Description HR Status Action Action Reason  Pay Frequency !  FTE  StdHours Comp Rate  Reports To P RegMemp
Seq Humber Group Class
o 1]

Current Check Distribution

Earnings End

Pay End Date Date

Rcd# Department Position # Jobcode Code

Earn

SGpeedType SpeedType Description

Personalize | Find | 20| B} First ‘1 1 0f1 F Last

Account Project  Project End Date Amount Distrib %%

o 000 0.000
Apply Funding Template to Future: D |
[ Copy Funding Distribution |r ]
= ) Apply to Future Eff Date: Prorate Date: B
‘Funding Template for Copy n Personalize | Find |G| B8 First (4 10f1 (2 Last
(- ] - =
SpeedType SpeedType Description Account Fund Code Project E::iem =] Distrib 3¢ Funding End Date
[ &  a T
éei all earnings to Copy for thiz check Set all earnings to Copy for all checks Copy Checked Rows to Earnings Funding Template r
ew Check Distribution Personalize | Find | @ | B First (4 10f1 () Last
Copy IEarm'rlgs End [ ) — Earn - o n i Funﬂ“:lg End
Distribution? Date Rcd# Department Position # Job Code Code SpeedType Speedlype Description Account  Project Project End Date Amount Distrib 3% E::Ergi’:s:l:;
O 0 0000 0000
“ Earnings Code Summary Personalize | Find | 2 First ‘4 10f1 b Last
o — Distributed Distributed Total for Earn
Earnings End Date Department Position # Job Code Rod# Earn Code Amount Parcent Code
o n.oo o000 0.00

EMPLOYEE SERVICES

University of Colorado
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https://www.cu.edu/doc/pet-data-mappdf

Why Use the Template?

Template applies a new funding distribution (@ 100%) to
selected sections of the paycheck.

4 N\
Avoid manual entry errors or confusion when

entering data line by line
- /)
" Use the template “workspace” to confirm new
funding distributions are correct before
W applying to the paycheck y)
(- — ) )
Apply the distribution to multiple 100%
distributions with a single click (RGS, VAC, SKS,
[\ etc.) y)
N
Apply the distribution to multiple paychecks in
the PET with a single click
J
y

University of Colorado
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Example of New Distribution

Current Check Distribution

Earnings End

03/31/2018 0 300632 00652347 1310 SCK 62943301
03/31/2018 0 300623 00652347 1310 WA 62943301

043002018 0 30062 00652347 1310 RGS 62943301

Earn

Pay End Date Rcd# Department Position # Jobcode SpeedType Speedlyps;

04/30/2018
04/30/2018
04/30/2018

FELE Auxilg
FELE Auxil
FELE Auxi

MNew Check Distribution

Earn
Code

Copy Earmings End

Distribution? Date Reod# Department Position # Job Code

SpeedType SpeedType Descr

(&

0373172018 ] 30063 00652347 1310 SCK 61000008 i Tobacoo-AVCEM I

(&

03137172018 ] 30063 00652347 1310 SCK 61000074 , CSPH-Dean's Offf

1000008 1 Tobacco-AVCFR I

WAC G i
WAC G i

K]

033142018 0 30063 00652347 1310

033142018 0 30063 00652347 1310 1000074 , CEPH-Dean's Offi
04/30/2018 0 30063 0065234Y 1310 RGS 61000008 i Tobacco-AVCEM I
04/30/2018 0 30063 00652347 1310 RGS G1000074 ) CSPH-Dean's Offi

@l University of Colorado
Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin
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Funding Template for Copy

4 Apply Funding Template to Future: L]
Copy Funding Distribution |

Apply to Future Eff Date: Prorate Date: I:IEﬂ
Funding Template for Copy Personalize | Find | (2] @ First ‘4 10f1 '* Last
SpeedType SpeedType Description Account Fund Code Department g:}‘:ﬂ:ﬂm Project g::éem End Distrib % Funding End Date
— 2 —" . oong 5 =

ISet all earnings to Copy for this check I 3 at all earnings to Copy for all checl 1 I Copy Checked Rows to Earnings Funding Template

Set all earnings to Copy for this check Set all earnings to Copy for all checks Copy Checked Rows to Earnings Funding Template

(]

New Check Distribution
|

Earni Rock

Earn
Code

N R N R R |

Job Code

Department| Position # SpeedType SpeedType Description Account  Project Project End Date Amount Distrib %

n_nn‘ n.nno‘

| 4
F

University of Colorado
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Example of Template for Copy

Apply Funding Template to Future: [

| Copy Funding Distribution |

Apply to Future Eff Date:

Prorate Date: I:IEEI

Funding Template for Copy

Account Fund Code

[

SpeedType

—

SpeedType Description Project

Personalize | Find | &2 | [

First 10f1
Distrib % Funding End Date

I —

' Last

Project End Date

Set all earnings to Copy for this check Set all earnings to Copy for all checks

Copy Checked Rows to Earnings Funding Template

Personalize | Find | ﬁl\ @

Mew Check Distribution First
c Earni End Ea Funding End Date
Distrigr.?:;on" Da;gmgs i Rocd# Department Position# Job Code CJ;e SpeedType SpeedType Description Account Project Project End Date Amount Distrib % (if Apply Future =
% Yes)
O 03m@2018 0 30063 00652347 1310 SCK  [62943301 |@ PELE Auxiliary [400500]cy 223.34) | 100.000| E F =
[} 03/31/2018 0 30063 00652347 1310 VAC 62043301 |G PELE Auxiliary 400500|c 223.34/ [ 100.000] | 2! [=]
04/30/2018 30062 00652247 1210 RGS  [52043301 |Q@ PELE Auxiliary 400500/ Q) 42454] [ 100.000|

Apply Funding Template to Future: O
Copy Funding Disfribution

Prorate Date: | |50

Apply to Future Eff Date:
Funding Template for Copy Persanalize | Find | (0| [ First
SpeedType SpeedType Description Account Fund Code  Project Project End Date Distrib % Funding End = °
52943301  |@ PELE Auxiliary [444444 |Q 29 100.000
P

Set all earnings to Copy for this check Set all earnings to Copy for all checks

iCopy Checked Rows to Earnings Funding Template!

MNew Check Distribution

Copy Earnings End Earn

Distribution? Date Red#  Department Position #  Job Code Code SpeedType SpeedType Description Account Project Project End Date Amount Distrib % (if Apply Future =
g Yes)
O 03/31/2018 0 30063 00652347 1310 SCK  [62943301 |Q PELE Auxiliary [ 22334 | 100.000] | | =
O 03/31/2018 0 30063 00652347 1310 VAC  [62943301 @ PELE Auxiliary [ 223 34| [ 100.000] | = =1
0413012018 0 30063 00652347 1310 RGS  [62943301 |Q PELE Auxiliary 3,424.54| 100.000] | ezt [=]

First (¥ 13073 () Last
Funding End Date

Personalize | Find | 2| =

University of Colorado
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Example of Template for Copy

| Copy Funding Distribution

Apply Funding Template to Future: []

Prorate Date: l:l@

Apply to Future Eff Date:

Funding Template for Copy
SpeedType SpeedType Description

61000008 Q@ Tobacco-AVCEM Infrstructur-CES
61000074 @, CSPH-Dean's Office

New Check Distribution

Dislﬁgftjiron? Ei;zings £ Rcd# Department Position #
[ 03/31/2018 0 30063 00652347
] 03/31/2018 0 30063 00652347
[~ 04/30/2018 0 30063 00652347

Personalize | Find | IE| ﬁ

Project End Date

First ‘4 1-20f2 ‘b Last

Distrib % Funding End Date
T — I
[ #l 3 EHE

Fund Code

Account

Project

Job Code E“‘:)r:e SpeedType SpeedType Description Account Project
1310 SCK 62943301 |Q PELE Auxiliary
1310 VAC 62943301 |Q PELE Auxiliary
1310 RGE 62043301 |Q PELE Auxiliary

Personalize | Find | ﬁl| @ First

4

130f3 & Last

Funding End Date

Project End Date
Yes)

Amount Distrib % (if Apply Future =

\ 22334| | 100.000] |

s =

\ 223234| | 100.000] |

|5 H =

| 242454 100.000

| & =

| Copy Funding Distribution |

Apply Funding Template to Future: O

prorate pate: | |E)

Apply to Future Eff Date:

Funding Template for Copy

SpeedType SpeedType Description

First 120f2 '
Distrib % Funding End Date

Personalize | Find | ﬁ'l @
Project End Date

Account

Fund Code Project

61000008 Q, Tobacco-AYCFEM Infratru
61000074 Q) CSPH-Dean's Office

Setall earnings to Copy for this check

s — ]
s —

198 to Copy for all checks

Copy Checked Rows to Earnings Funding Template

istribution

Copy Earn

Distribution? gings e Recd# Department Position# Job Code Code SpeedType SpeedType Description Account Project
ofiz12018 0 30083 00652347 1310 SCK  [62943301 |Q PELE Auxiliary
off31/2018 0 30063 00652347 1310  VAC (62943301 |@ PELE Auxiliary
ofiz0i2018 0 30063 00652347 1310 RGS (52043301 |Q PELE Auxiliary

Personalize | Find | ﬁl| @ First

1-30f3 Last

Funding End Date

Project End Date
Yes)

Amount Distrib % (if Apply Future =

\ 22334| | 100.000] |

e =

\ 223.34| [ 100.000]|

|5 & =

342454 | 100.000] |

|y [ [=]

—
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Example of Template for Copy

MNew Check Distribution
Copy Earnings End . Earn .
Distribution? Date Reod# Department Position# Job Code Code SpeedType SpeedType Descriptio|
] 03312018 a 30063 00652347 1310 SCK 62943301 |& PELE Auxiliary
Il 03312018 a 30063 00652347 1310 WAC 62943301 | PELE Auxiliary
04/30/2018 a 30063 00652347 1310 RGS 62943301 |G PELE Auxiliary

i Copy Funding Distribation |

I Apply Funding Template to Future: (]

Prorate Date: | |EV

Apply to Future Eff Date:

Funding Template for Copy Personalize | Find | B [ First (0 1.20f2 ) Last

Set all earnings to Copy for this check

Set all earnings to Copy for all checks Copy Checked Rows to Earnings Funding Template

-m Accoun und Code I roject tn e ISt} nding £n e
£1000008  |Q, Tobacco-AVCFM Infrstructur-CES [444444 | 10 [ 25000/ [EMEIYE
61000074 |@ CSPH-Dean's Office [444444 |y 10 75.000] | I = =

Mew Check Distribution Personalize | Find [ @] E#  Fir
Distﬁi‘:ﬂ;on? gi;gings End Red#  Department Position #  Job Code Eir;e SpeedType SpeedType Description Account Project Project End Date Amount Distrib % (
03/31/2018 0 30063 00652347 1310 SCK  |51000008 |@ Tobacco-AVCFM Infrstructur-CES 400500 |, 55.83)| 24998
03/31/2018 0 30063 00652347 1310 61000074 |Q CSPH-Dean's Office 400500/, 167.51| | 75.000|
03312018 0 30063 00652347 1310 61000008 | Tobacco-AYCFM Infrstructur-CES
03/31/2018 0 30063 00652347 1310 (_CSPH-Dean’s Office 400500/
043012018 0 30063 00852347 1310 61000008 |@ Tobacco-AVCFM Infrstructur-CES [400500]c | 856.13 | 25.000]
04/30/2018 0 30063 00652347 1310 RGS [61000074 |Q CSPH-Dean's Office 400500|Q 2,568.41|| 75.000
E— —
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Template Copy to All Checks

=et all earnings to Copy for all checks

4 Apply Funding Template to Future: L]
| Copy Funding Distribution |
Apply to Future Eff Date: Prorate Date: I:IEJ
Funding Template for Cop Personalize | Find | 2 | E& First () 10f1 ) Last
SpeedType SpeedType Descr Account Fund Code Department (I;:;Itg_&ram Project g:::m End Distrib % Funding End Date
I 2 Ll [ oo00| [ENEINE

e

Set all earnings to Copy for this chetq 3 I Set all earnings to Copy for all checks I I Copy Checked Rows to Earnings Fundin 1 late

University of Colorado

Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin
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Funding Template - Watch It

< Paycheck Search Payroll Expense Transfer

| New Window | Help | Personalize Page 4
[ Paycheck Search || Earnings H Taxes ” Deductions H Summary ‘
Payroll Expense Transfer Fin Aid / Controllers: | Benefits Override: ﬂ Fin Aid / Controllers Office
HRGL Request #: MCC0000605-20200430-001 Status: Searched/Draft Originator: McCoy, Catherine Louise
Submitted: Submitted by: Created: 04/30/20 12:34AM i
Completed: Last Update: 04/30/20 12:38AM
Paycheck Search Criteria Find | View Al First ‘4 10f1 ® Last
Empl ID* Position Number* SpeedType*
155950 | Davis,Aaron [ & L I
Pay Begin Date Pay End Date Earn Code  Employee Name Search Empl Record # _Depgrtmem
04/0172018 |[3) [os31r2018 |5y | @ [ la [ @
Earnings Begin Date Earnings End Date —_— Job Code
R [ |s Include Off-Cycle?: 4 | Search for Paychecks | [ -
[ send Notification Emails to Originator
Select All Un-Select All
Paycheck Search Results Personalize | Find | View All| 2| =] First ‘4 1-30f3 '} Last
Main | Addiinfo | [ED
Earnings End  Off Empl Position Pay P Total
Selected Pay End Date (=7 Cycle EMPIID ol Department oo 0T JobCode oo Total Eamings Total Taxes g o
M 04/30/2018 l&mmms 155950 0 30063 00652347 1310 F12 3,871.22 833.06 536.53
] 04/30/2018  04/30/2018 155950 0 30063 00652347 1310 F12 3,871.22 833.06 536.53
] 05/31/2018  0§/31/2018 155950 0 30062 00652347 1310 F12 3.871.22 833.06 536.53
Ad Hoc Department Approvers (If Needed)
Department Approver 1
EmplID: | &
Department Approver 2
EmplID: | e
Department Approver 3
Empl 1D: | la
¥ Attachments Personalize | Find I@I E First ‘4 1of1 * Last
Attached File Description Add Attachment Attached By Last Update Date/Time
1 Add Attachment 3]
| Add Comment |

University of Colorado

Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin

EMPLOYEE SERVICES




Apply Funding Template to Futur

Apply Funding Template to Future: I

| Copy Funding Distribution |
Apply to Future Eff Date: 040142020 Prorate Date: I:l@
Funding Template for Copy Personalize | Find | (2 E First 4" 1-20f2 (» Last
SpeedType SpeedType Description Account Fund Code  Project E;l:ie::t E1] Distrib %% Funding End Date

The Earnings Funding Template speedtypes and distribution percentages will be applied to the
Department Budget Table with an effective date of 2020-04-01. If the specified funding sources should
impact off cycle payrolls prior to 2020-04-01, please create a funding entry transaction. {0,0)

0K Warning: if the PET is recalled or denied, this form will be uneditable and a new PET will be
required. Changes to the Department Budget Table will be committed on submission, and an update
to the Department Budget Table may be required if the funding distribution specified in this PET form
is inaccurate for the upcoming pay periods. |fthe form is recalled or denied, the form's status will be
“uneditable™. (0,0}

Message

OK

Warning — Project end date expirez prior to eztimated funding effective date on the earnings funding template for the
‘Apphy to Future’ option.

ETBKTY | cancel |

University of Colorado

Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin
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Review Additional Tabs

e Review Deductions and Taxes

e Save and System Checks
e Grants Questionnaire
e Review Summary Page




QRG: PET Map - Taxes

https://www.cu.edu/doc/pet-data-mappdf

| Eayenees ssaren || Esmings Cemrnons || Swrren

Payroll Expense Transfer

Header

Prpchech Searc | Eamings | Tames | Deductions | Surrary

HRGL Naguel £ staiue: Seaiea D ET D OO Dt T Lo
Fayenotk Dol Fret | i AL Fimt 4+ tart ‘b Lme
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. mrow  mess PR DN mmscwe DU s uwewoe S e o [ - P h k
0 oM am am ayc eC
Job Data Snapchot purszraara | i | v an | | [ M oo bwaa
1
e itk At Aedsarmnes Pnfmguen D FT Setmn Geprk Geeas S g JOb Data
0
= = e Current Ch
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i el L
Funding Templats for Capy Parorize | A | L) B Feet 0 fefl b Lt
e - BpeseTie Doseriphon ‘zopartrerd Prajoot re— ; ;::‘":."“ Aolivily Tardis ErdDok ProjesiEed Dol Diskib H el I lp ate
a0
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° ° o
bt ot Node Doverkeerd Fotbond JdobOods B Exlian  Ssesdive peotis Dearighon dvovesd [ esedwori ot Projesd Foajoct Prdficle Db fiokd Beaos st " Pty 2ad Dok Dlstrllbutllo
k 0 Choriflse Desor 00X
= Tax Cliss Summmary llumm|=in|l-"|ﬁ Frst 4 1of1 @ L=
Earmings End Dsts Depmdkmeri  Posiba®  Jobibede P e — e sttt Wn Cimna
[ oo a0 am C t
A0 CosTriem
“ Commerts Perscrmitze | Find | vienan |57 ] R Pt 4 fodl B Lt
= e e achmen
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https://www.cu.edu/doc/pet-data-mappdf

Taxes and Deductions

| Paycheck Search ” Earnings - . Deductions Summary
Payroll Expense Transfer
| HRGL Request # MCCO000605-20200426-001  Status: Searched/Draft Originator:  lcCoy, Catherine Louize
Paycheck Detail Find | View Al First '
Paycheck Information
Paycheck Pay Pay End Off = Sep Total
MName Empl I Red# Humber Group Date Cycle 2 Page Hbr  Line Nbr Chl Total Gross Deductions Total Taxes
o an 0 6715558 F12  0&31/2018 | [ 1335 6 0 387122 536.53 833.06
Job Data Snapshot Personalize | Find | View Al @2 | B First (0 10f1 & Last
Job ——
Position R = = Pay Empl
Rcd# Job Eff Date  Eff Drepartment " Job Code Job Description HR Status Action Action Reascn  Pay Frequency FTE 5td Hours  Comp Rate Reports To Reqg/Temp
Seq umber Group Class
0 ownizZmT 2 30083 00852347 1310 Professional Ressarch Asst  Active PAY  PTC i} F1Z  0.800000 32.00 53,671.220000 00350288 1 Regular
‘Current Distribution Personalize | Find [0 | B First (0 120f2 O Last
© P | ] ] M P
Pay End Date EarnlngsEI'Ear;: :‘:;m:: Job Code I;tate Tax Class SpeedType SpeedType Description Account E‘;:[de Department g:;germ Project ;:;l:m =id Activity Chartfield Deser Amount DIS‘T:;;
05/31/218 05312018 00652347 1310 u OASDIER 62843301 PELE Auxiliary 418730 25 30083 28274 Chartfield Descr 240.08 100.000
03/312HE  0N32018 00652347 1310 416734 28 30083 206274 Chartfield Descr S6.15 100,000
Funding Template for Copy Personalize | Find | 2] B First (0 1of1 ) Last
o 2 Fund Program PC Bus ... Funding End Project End -
SpeedType SpeedType Description Department Project Account Code Code Unit Activity Date Date Distrib %
o000
| Copy Funding Distribution |
‘Hew Check Dfsll'?bllﬁonl' Personalize | Find | ﬁ” @ First (4 4
¥ - = = =
Dish('?gli.rty:'nn‘7 i{;lngs =i Rod#  Department Position # Job Co State Tax Class SpeedType SpeedType Description Account CF:L:;: Department z:;g;m Project ;:gect eod Chartfield Descr Amount DIS&:}:
O 05/31/2M8 0 30083 00652347 1310 30 OASDUER &1000008 Gen Infrastr Recharg 418730 10 30278 45035 Chartfigld Descr 80.02  25.000
O 05/31/218 0 30083 00652347 1310 30 OASDUER 51000074 CSPH-Dean's Dffice 418730 10 21411 45345 Chartfigld Descr 180,07 75.000
O 05/31/2M8 0 30083 00652347 1310 418734 10 30278 45035 Chartfigld Descr 14.04 25000
O 05/31/218 0 30083 00652347 1310 30 Med/ER 51000074 CSPH-Dean's Dffice 418734 10 21411 45345 Chartfigld Descr 4211 75.000
“+ Tax Class Summary Personalize | Find [ 02| 5 First (0 1-20f2 0 Last
= - Distributed Distributed Total for Tax
Earnings End Date Department Position # Job Code Rod# State  Tax Class Amount Percent Class
05/31/2M8 30083 006852347 1310 0 Ll DASDUVER 240.08 100,000 240,09
05/31/218 30083 00652347 1310 0 Ll Med/ER 56.15 100,000 56.15

University of Colorado
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Taxes and Deductions

Li UCD/AMC J
« Follow earnings

{ ucs }
« Pooled

[ )

| UCCS ]
« Pooled

[ )
USYS

L )
« Based on Earnings SpeedType

University of Colorado

Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin
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SAVE & System Checks

‘ | Save | | Save / Submit |‘ Approve Deny Recall
SpeedType 62943301 is inactive, for expenses that net to Contact CampUS
-3424 54 for GL account 400500. Controller Office
oK or SPA/OGC to
change to Active

Warning — Because this payroll expense transfer (PET) affects a
grant, please complete all the questions on the Grants
Certification pageftab included in this component.

0K Cancel

University of Colorado

Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin
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Grant Certification

| Paycheck Search || Earnings || Taxes || Deductions || Grant Cert == 180 I Summary

Payroll Expense Transfer

HRGL Request# MCCO000605-20200428-001 Status: Searched/Draft Originator: McCoy, Catherine Louise

Grants Certification Questions

Please provide sufficient reason for submitting this Payraoll Expense Transfer (For example: the cause ofthe error, how this PET corrects the error
and reflects the actual effort the employeels) spent on the sponsored project{s), etc.). Attach any relevant back up documentation.

Reducing STEI0AE0E3 froen 335 to 0% @ Increasing STEINARIIT froem 0% bo BI% for thi peiced of OO0 - M4BT 1o propery
nefiec afiod an all projecis.

To the best of my knowledge, the charge is allowable, allocable, and provides direct benefit to the project receiving the charge.

Yes O o @

Please explain why the submission of this Payroll Expense Transfer is occurring after 90 days.
Speadype was refunded recantly, The Pl hald the salary on the closing CHMS Operations SpeedType panding new funding of the speediype.

.

University of Colorado
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QRG: PET Map - Summary

https://www.cu.edu/doc/pet-data-mappdf

| Payoneci Searcn || Eamings || Taes | Ceductions

Fayroll Expense Transfer

HRGL Raguest £: Status: Searched Drat Originator: Mooy, Caherine Loulss

* PET Combination Summary persoraliez | Find | 2| B Pt 4 1001 O Les
Epeadips Earmnings D=dustions TaEes Todal
a0 a0

Paychac Saarch | Eamings | Taws | Deductins | Sumeary

@ University of Colorado
Boubder | Gelorass Bprings | Duver | Asscaunz Mesic Garpis

EMPLOYEE SERVICES

“ PET Combination Detail Summary Personaize | roa | &0 | [ sl Y 1orn Y LaE
T Amount Speedips Apoout Desoription Exp{)r[
Q.00
+ PET Detail persoaize | Foa | B | ER ] mns 4 o1 oiem
Tpe  EmodDadedTax amount Epsadyps foocunt CheckMbr  PajEndDsis EmpliD  Emplopss Hames co :.mn EERs® DaplD Fostioa®  Job Code ":’"' "'"r' :'r" : cnm-"‘
0.0 a a [l o o o



https://www.cu.edu/doc/pet-data-mappdf

Summary Ta

b

Payroll Expense Transfer

HRGL Request # MCCO000605-20200426-002

| Paycheck Search || Earnings || Taxes " Deductions I Summaﬂ I

Status: SearchediDraft Originator:

McCoy, Catherine Lo

PET affects the following employees:

PET Summaries are accurate upon completed status. Prior to completion, totale can be verified using the Mew Check Distribution table on the

* PET Combination Summary

Personalize | Find | 21| [ First 4

1-30f 3 &' Last

Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin

EMPLOYEE SERVICES

SpeedType Earnings Deductions. Taxes Total
61000009 0&7.20 470.85 74.06 151272
61000074 25903.42 1,412.56 22218 453316
62043301 -3,871.22 -1,883.42 -206.24 -6,050.83
* PET Combination Detail Summary Personalize | Find | IEH ﬁ First ‘A" 1-24 of 2
Type Amount SpeedType Account Description
ERN 96720 61000009 400500 Gen Infrastr Recharge-GIR-DC
ERN 2903 .42 61000074 400500 CSPH-Dean's Office
ERN -3,871.22 62943301 400500 PELE Auxiliary
¥ PET Detail
Save | Save / Submit Approve Deny Recall
University of Colorado




Summary Tab

—

q ¥ PET Detail Personalize | Find | 4 | = First ‘4
Type ErncdiDedcdTax Amount SpeedType Account Check Nbr  Pay End Date Co E‘:‘;up EE Red# DeptlD Position#®# Job Code Cycle ? :Ee
ERM RGS -1,399.75 11077039 400715 6068733 0Ezoy . CU MOM A1 10839 00665498 1433 2067
ERM RGS 1,399.75 61000074 400715 6068733 0Ezoey CU MONM - 1 10839 00665498 1433 2067
ERM RGS -1,399.75 11077039 400715 6109345 D220y CU MOM 1 10839 00665498 1433 2183
ERM RGS 1,399.75 61000074 400715 6109345 D2r282017  CU MOM 1 10839 00665498 1433 2183
ERM RGS -1,399.75 11077039 400715 6151863 03312017 CU MOM - 1 10839 00665498 1433 1757
ERM RGS 1,399.75 61000074 400715 6151863 03312017 CU MOM 1 10839 00665498 1433 1757
ERM RGS -1,399.75 11077039 400715 6192946 043002017 CU MOM 1 10839 00665498 1433 1189
ERM RGS 1,399.75 61000074 400715 6192946 04/30/2017  CU MOM 1 10839 00665498 1433 1189

180f8 '}’ Last
Line Sep Debit/
Nbr Chk Credit
1 0 C
1 D
2 0 C
2 0 D
1 0 C
1 0 D
2 0 C
2 0 D

11077038 6068733| 1/31/2017 1 665458 1
ERN RGS 1,399.75( 61000074| 400715( 6068733 1/31/2017|CU|MON 1| 10839| 665458 1433 |N 2067 1 ol
ERN RGS -1,395.75( 11077039( 400715| 6109345| 2/28/2017|CU |MON 1| 10839 6654598 1433 |N 2183 2 o|c
ERN RGS 1,399.75( 51000074( 400715| 6109345| 2/28/2017|CU |MON 1| 10839 6654598 1433 |N 2183 2 o|D
ERN RG3 -1,399.75( 11077039( 400715| 6151863| 3/31/2017|CU |MON 1| 10839| ©65488 1433 |N 1757 1 o|c
ERN RG3 1,399.75( 51000074( 400715| B151863| 3/31/2017|CU |MON 1| 10839| ©65488 1433 |N 1757 1 o|o
ERI'\I RG3 -1,399.75( 1107703%( 400715| 65192946 4/30/2017|CU |MON 1| 10839| B65498 1433 |N 1189 2 o|c

University of Colorado

Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin
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Additional Tabs - Watch It

yroll Expense Transfer

| Mew Window | Help | Perscnalize Fage s

Paycheck Search || Eamings || Taxes || Deductions | Summary |

PayromExpense Transfer Fin Aid f Contrallers: [ Benefits Override: 1.1 Fin Aid { Controllers Office
HRGL Request # MCCO000605-20200430-001  Status: Searched/Draft Originator: McCoy, Catherine Louise
Submitted Submitted by: Created: 04/20/20 12:34AM i
Completed: Last Update: 04/30/20 12:38AM
Paycheck Search Criteria Find | View All First ‘4 10f1 ‘& Last
Empl ID* Position Number® SpeedType®
[fe5880  Ja DsvisAsren e I . |
Pay Begin Date Pay End Date  Eam Code Employee Name Search  Empl Record # Department
paovmisls  psmmals [ Ja [ Ja i I
Earnings Begin Date Earnings End Job Code

oo
Include OF-Cycle?: [] ety

L w [ L la

E Send Notification Emails te Originator

Select All Un-Select All
Paycheck Search Results Personalize | Find | Wiew All | @I E First ‘4 1-30f3 * Last
Main || Addl Info
PayEnd  EarningsEnd  OF Empl Position  Job Pay Total Total
eecad Date Date Cycle EMPIID pogy Department o oper  Code  Group Earnings 22 TX€S b stions.
] 04/30/2018 03/31/2018 155850 0 30083 00652347 1310 Fi2 357122 83308 538.53
] 04/30/2018 04/20/2018 155950 0 20063 00652247 1310 F12 387122 822.08 538.52
=] 05/31/2018 05/31/2018 155350 0 30083 00652347 1310 Fi2 387122 83308 538.53
Ad Hoc Department Approvers (If Needed)
Department Approver 1
s [ e
Department Approver 2
e [ @
Department Approver 3
empio: [ &
* Attachments Fersonalize | Find | (2] Fist ‘4 40f1 % Last
Attached File Description Add Attachment Attached By Last Update Date/Time
1 [ Il Add 4
¥ Comments Personalize | Find | View All || [ Fist 4 10f1 * Last
Comment DateTime Created Added by User

University of Colorado

Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin
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4[ Complete the PET

e Conclude with Paycheck Search Page
e CU PET Header Panel & Status
e Delete the Entry
« Add Comments & Attachments
e Events and Actions
o Workflow and Final Post to GL




QRG: PET Map - Paycheck Search

https://www.cu.edu/doc/pet-data-mappdf

Header

e e o d -
=
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Paycheck
Search
& Results

ADHOC |

Approvers

Attachmentg
Comments

Events
Actions

J

University of Colorado
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https://www.cu.edu/doc/pet-data-mappdf

eader, Ad Hoc, Attachments,
omments, Event Tracking

m Earings || Tases || ecuoions || semman |

Payrall Erqﬁnsa Transfer P aet Controsars: || mamanrs overmos: [ Fin A 1 Controders Ofics

HRGL Request £ 5 ongingtor: LeCoy Catmarng Lovse

Submithea: ‘Craxbea: Ol HEFe

Compistad: Last Upasts:

loc Department Approvers leede

Department Approver 1
Empin: [ &

Department Approver 2
empin: [ @

Department Approver 3

mo: [ 2

7= ~
G TICTE,) Personalize | Find | 2] [ First (0 10f1 2 Last
'Attached File Description Add Attachment Attached By Last Update DateiTime
1 [ il Add Atachment
Add Comment
Comments Personalize | Find | View All | El\ @ First (4 10f1 () Last
Comment DateTime Created Added by User
0=
4|
vent Tracking Persanalize | Find | View Al |G| [ First (0 10f1 (0 Last
Event Date/Time IEvent User Name Ad Hoc Details (if applicable)
= ’
Save | ‘ Save [ Submit | | Approve ‘ ‘ Deny | | Recall

University of Colorado

Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin
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Paycheck Search - Header

| Paycheck Search ] Earnings || Taxes || Deductions || Summary

Payroll Expense Transfer Fin Aid | Controllers:

I| HRGL Request#: [MCCOO000605-20200426-002 Status: Searched/Draft I
I

HRGL Request # = USER######-YYYYMMDD-###
[| Save |I | save/Submit |] Approve Deny Recall

| Paycheck Search " Earnings ” Taxes ” Deducticns " Grant Cert »= 180 ” Summany

Payroll Expense Transfer Fin Aid / Controllers: || Benefits Override: Fin

HRGL Request # MCCO000605-20170420-004 | Status: Completed I Criginator: McCoy, Catherine L

Submitted: 0420017 B:17PM Submitted by: McCoy, Catherine Louise Created: 0420117 8:08PM

Completed: 042117 12:30PM Last Update: 04/20/117 8:17FM

@ University of Colorado
Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin

EMPLOYEE SERVICES




PET Status

SEARCHED/DRAFT >

« Save with HRGL Request Number
» Add Attachment & Comments;
» May Delete the Entry

—[ SUBMITTED FOR APPROVAL >
o Workflow

APPROVED >

» Waiting to Post to GL with Journal

COMPLETED >

e Posted to FIN via Journal

UNEDITABLE >

 Funding Posted
« PET Recalled or Denied &
» Does Not Reallocate Paychecks

@l University of Colorado
Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin

EMPLOYEE SERVICES




Delete a PET

A PET can be deleted in Searched/Draft status.
» Before SAVE, simply abandon the PET.

Paycheck Search | Eamnings || Taxes || Deductions || Summary |

Payroll Expense Transfer Fin Aid { Controllers: | Benefits Override: 1.1 Fin Aid / Controllers Office
HRGL Request #: Status: Searched/Draft Originator: McCaoy, Catherine Louise
Submitted: Submitted by: Created: 05/21/119 2:41PM ﬁ
Completed: Last Update:

« After SAVE, (HRGL Request # assigned), click the Trash Can.

| Paycheck search || Eamings || Taxes | Deductions || summary |

Payroll Expense Transfer Fin Aid | Controllers: Benefits Override: [] Fin Ad | Controllers Office
HRGL Request# NMCCO000605-20200426-002 Status: Searched/Draft Originator: McCay, Catherine Louise
Submitted: Submitted by: Created: 0442620 11:02PM
Completed: Message Last Update:  04/26/20 11:05PM
Are you sure you would like to delete this request? (27000,9) Smeitted for Approval > RECALL/ DENY
e o > Searched/Draft status.

« If in APPROVED/COMPLETD status, a new PET is required.

@l University of Colorado
Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin
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Paycheck Search -
Ad Hoc Approvers

Ad Hoc Department Approvers (If Heeded)

Department Approver 1

Empl ID: | 123456 Q

Department Approver 2

S —

Department Approver 3

S —

Look Up Empl ID

Search by: $EmpliD . [bdains with

Department

Look Up ced Lookup

Search Hesul

Eplayed.
View 100 First ‘4" 1-300cf200 ‘® Last
M arme Department User 10

@ University of Colorado
Boubder | Gelorass Bprings | Duver | Asscaunz Mesic Garpis

EMPLOYEE SERVICES




Attachments & Comments

¥ Attachments
Attached File Description

F'EI'EDI'IE[liZElFiI‘IdlEl First ‘4 10f1 ‘% Last
ached By Last Update Date/Time

Add Attachment

Add Attachment

Fersonalize | Find | View Al | (2] First ‘4 1of1 * Last
Comment DateTime Created Added by User

¥ Comments

¥ Attachments
Attached File Description

mgnalize | Findlgl First ‘4 12of2 '* Last
ached By Last Update Date/Time
u&:‘rc:-}r. Catherine
oUIse
cCoy, Catherine

ouise

View Attachment

1 Delson_SCD_Samantha_Mawhinney3_{002).xlsx View Attachment 0420017 8:14:43PM

PET_Delson_m-
Fin_COMPENSATICN_SUMMARY. pdf

View Attachment 04/20/117 8:15:06PM

Add Comment

* Comments Perscnalize | Find | View All | Ff—'| First ‘4 10f1 ‘& Last
Comment DateTime Created Added by User

Delsen's funding on Bridge for Aug/Sep 2018 is being moved to 83009831 consistent with her effort on the
project. The speeditype was delayed in oreation/being communicated to the departmnet. This PET transfers 04/20/17 2:10:15.000000PM  McCoy, Catherine Louise |:|
the salary on 81001341 to 83009831. CLM

University of Colorado

Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin
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PET Event Tracking

¥ Event Tracking Fersonalize | Find | View Al | (2]

Event DateiTime Event User Mame

04/21/17 12:30:42FM Completed CU Production Service

Fist '4 150of6

Ad Hoc Details (if
applicable)

k

Last

System
042117 2.53:34AM Approved Mays, Shanelle Ves
Q& 2117 8:23:50AM  Approved Alvarado, Crystal
042017 8:17:38PM  Submitted for Approval hMcCoy, Catherine Louise
Q42017 8:12:04PM  Saved MecCoy, Catherine Louise
* Event Tracking Personalize | Find | View All | 2] First ‘4" 1-4of4 ‘b Last
. Ad Hoc Details (if
Event DateTime Event User Hame applicable)

11/02/17 5:44:54PM Denied Hemphill, Shouldiao
10020017 2:03:Z28PM  Dept Budget Tables Updated Yoon,Patridk C
1020017 2:03:28PM  Submitted for Approval oon,Patrick C
10/20/17 2:03:03PM Yoon,Patrick C

University of Colorado

Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin
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PET Actions

| sSave | | Save/Submit |

SAVE & SAVE/SUBMIT

 Save - HRGL Request # and System Checks
« Save/Submit - Route to Approvers

RECALL ]

» Submitter pulls back to Saved/Draft Status for Changes
« UNEDITABLE If Recall/Deny with Funding Entry

DENY

e Return to Submitter for Corrections
« UNEDITABLE If Recall/Deny with Funding Entry

APPROVE
« Forwards to the next Approver

« After final approval, changes to Approved status
» Completes with next Journal Cycle

University of Colorado

Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin
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Deny or Recall & Funding Update

Apply Funding Template to Future:

| CopyFunding Distribution |
Apply to Future Eff Date: 10082017

Funding Template for Copy

SpeedType SpeedType Description Account Fund Code Depariment ﬁ;r‘:fimr
Stage 2: Grants Approvers
" CU_HRGL_ID=YOOND00075-20171020-012:Denied
Boulder Grants Approver
Denied + Event Tracking Personalize

Boulder Grants Approver Event Date/Time Event I

@ a7 s i N 11/02/17 5:44:54PK  Denied

A4
10!20:'1? 2:03:29PM Dept Budget Tables Updated
1[]!2[1!1? 2:03:26PM Submitted for Approval

AM20M7 2:03:03P K Created

| Paycheck Search || Earnings || Taxes || Deductions || Grant Cert = 80 || Summary |

Payroll Expense Transfer Benefits Override:

HRGL Request #: Status: Lneditable Originator:

@ University of Colorado
Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin
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Campus Workflow

Campus FF-Fund  10,20,80 | 30, 31 34, 35
1FF##HHH
2FFH##HEH
6F FH###HH
AFF#HHHH

-
Stage 1: Department Approvers
¥ CU_HRGL_ID=MC[E0000605-20170420-001:Approved |

Department Approver 1

Approved

Alvarada, Crystal
«. Department Approver 1
042117 - 8223 AN

Stage 2: Grants Approvers
¥ CU_HRGL_ID=MCCO000605-20170420-001:Approved |

DenveriAnsch Grants Approver

Approved

Mays, Shanelle Vee
¢ DenverfAansch Grants Approver
042117 - 3:53 AN

@T University of Colorado
Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin
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PET Approvers

Jil. CU PETs and Funding

CU Process Direct PET

CU Pasition Funding History

PET Pending Approvals

CU PET Financial Aid Users

CU Process PET Regular Users

CU Funding Entry

HRGL Request # submitted Date Time

CU PET Summary

Batch PET Upload

New PET Request

Personalize | Find | 20| (& First ‘4 10f1 } Last
Originator Submitter Submitter HR Department

My HRGL Requests

HRGL Requests for My Depts

HRGL Request General Search

PET Pending Approvals

University of Colorado

Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin
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Complete the PET - Watch IT

< Paycheck Search

Payroll Expense T

| New Window | Help | Personalize Page /4
‘ Paycheck Search H Earnings H Taxes H Deductions H Grant Cert >= 180 H Summary ‘
Payrolﬂ”,&xpense Transfer Fin Aid / Controllers: | Benefits Override: [] Fin Aid / Controllers Office
HRGL # MCCC 001 Status: Searched/Draft Originator: McCoy, Catherine Louise
Submitted: Submitted by: Created: 04/28/20 10:12PM ﬁ
Completed: Last Update: 04/28/20 10:47PM
Paycheck Search Criteria Find | View Al First ‘4 10f1 & Last
Empl ID* Position Number* Specdiype
5950 _|@ Davis,Aaron L (e} [ jQ
Pay Begin Date Pay End Date Earn Code  Employee Name Search Empl Record # Department
040172018 |y 053122018 |5 la | {3 L [ Q
Earnings Begin Date Earnings End Date _—
1 I ‘ |5 IncludeOfr-Cycier: & | Search for Paychecks |
IZSend Notification Emails to Originator
Select All Un-Select All
Paycheck Search Results Personalize | Find | View All| 2| B First ‘4 1-30f3 ‘» Last
I Main | AddlInfo
Eamings End  OFf Empl Position Pay 7 Total
Selected Pay End Date =7 Cycle EMPID o0 Department | o CT JobCode O Total Earnings Total Taxes oy o
|z 04/30/2018  03/31/2018 155950 0 30083 00652347 1310 F12 3,871.22 833.06 536.53
04/30/2018  04/30/2018 155950 0 30063 00652347 1310 F12 3,871.22 833.06 536.53
05/31/2018  05/31/2018 155950 0 30063 00652347 1310 F12 3,871.22 833.08 536.53
Ad Hoc Department Approvers (If Needed)
Department Approver 1
(420772 |
Empl ID: (138724 | Gafford,cary
Department Approver 2
EmplID: | &
Department Approver 3
Empii: | |Q
¥ Attachments Personalize | Find | @l First ‘4’ 10of1 ‘b Last
Attached File Description View Attachment Delete Attachment Attached By Last Update Date/Time
1 Addttional_information_for_the_funding_change.docx Attachment View ] [ Delete eCoy, Catherine 04128720 10:46:51P =

University of Colorado

Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin
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Header - Confirm Completed

| Paycheck Search " Earnings ” Taxes || Deducticns " Grant Cert »= 180 || Summany

Payroll Expense Transfer Fin Aid / Controllers:
| HRGL Request # MCCO000605-201 70420-004 I Status: Completed I
Submitted: Q42017 BATPM Submitted by: McCoy, Catherine Louise
Completed: Q42117 12:30PM

Benefits Owerride: Fin
Crriginator: McCaoy, Catherine Lo
Created: 0420117 28:08PM

Last Update: 04/20/M7 8:17TFPM

PETs are sent to FIN in a single journal at noon and 6 pm daily.
The PETs are available in mFIN the next day.

@ University of Colorado
Baulder | Calorads Bprings | Denver | Ansohine Mesienl Campin
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Before You Begin a PET

Search for Paychecks

Payroll

Confirm Paycheck Earnings

Expense

Tl'anSfe rs: Redistribute Earnings Manually
TOdayIS Use the Funding Template
Topics

Review Additional Tabs

Complete the PET




Thanks for
joining us.

CU System HR/GL Team
hcm-community@cu.edu
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