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• Download the Step-by-Step Guide

• Why Update Funding After Payroll?

• Prepare Updated Funding

Before You Begin
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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
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http://www.cu.edu/docs
https://www.cu.edu/doc/pet-data-mappdf
https://www.cu.edu/doc/pet-data-mappdf


Position Funding & Payroll

Department 

Budget Table 

(DBT)

CU Funding 

Entry Rows
Payroll 

Expense 

Transfer 

(PET)
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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.



Why Update Funding After Payroll?

Effort or Additional Pay funding changes

Transfer to/from temporary funding

Late or incorrect funding changes

•Expired Funding End Date

• Inactive SpeedType or Project in Reporting or Closed Status

•DBT Missing for Fiscal Year or Department

•DBT Mismatched for Department

Clear Suspense: 

•Used for restricted earn codes

•Changes to taxes/deductions or account codes

•Work study funds

Controller/Student Employment Access
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Prepare Updated Funding

EID, or Position, or SpeedType

Pay Period or Earnings Period Begin & End 
Dates

Optional Department, Earnings Code, or Job 
Code

SpeedTypes and Percentage of Distribution = 
100%

Optional Documents & Justification for Grants

Additional Ad Hoc Approvers
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• Navigate to the PET Page

• Search for Paychecks

• Choose Paychecks to Update

• System Checks

Search for Paychecks
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Navigate to the HCM PET Page
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Create a New PET

4/28/2020       10



QRG: PET Map – Paycheck Search
https://www.cu.edu/doc/pet-data-mappdf

Header

Paycheck 

Search 

& Results

AD HOC 

Approvers

Attachments

Comments

Events

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


Paycheck Search 
Criteria & Results 

4/28/2020       12



1

Paycheck Search
Criteria

2OR

OR
OR
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Paycheck Search 

Search Paychecks

4/28/2020       14



Paycheck Search 

May Paycheck - Single Line
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Paycheck Search

April Paycheck - Multi Line
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Paycheck Search

System Checks
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• Paycheck Information

• Job Data Snapshot

• Current Check Distribution

• Compare with Search Results

Confirm Paycheck Earnings
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QRG: PET Map – Earnings Tab
https://www.cu.edu/doc/pet-data-mappdf

Header

Paycheck Info

Job Data

Current Check

Funding 

Template

New Check 

Distribution

Earn Summary

Comments

Attachments

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


Confirm Paycheck Earnings
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Paycheck Info, Job Data Snapshot,
& Current Check Distribution
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Paycheck Partial Earnings
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Paycheck Search – Watch It
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• Manual Overwrite

• Distribution = 100%

• Amount vs Distrib %

• System Checks

Redistribute Earnings
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QRG: PET Map – Earnings Tab
https://www.cu.edu/doc/pet-data-mappdf

Header

Paycheck Info

Job Data

Current Check

Funding 

Template

New Check 

Distribution

Earn Summary

Comments

Attachments

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


New Check Distribution
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Overwrite Funding Details

Add and Delete Rows
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Percent Distribution = 100% 

Amount vs Distrib %
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SAVE & System Checks
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Manual Update – Watch It
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• Update Funding Using the Template

• Apply to Future Funding

Use the Funding Template
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QRG: PET Map – Earnings Tab
https://www.cu.edu/doc/pet-data-mappdf

Header

Paycheck Info

Job Data

Current Check

Funding 

Template

New Check

Distribution

Earn Summary

Comments

Attachments

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


Funding Template for Copy
https://www.cu.edu/doc/pet-data-mappdf
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https://www.cu.edu/doc/pet-data-mappdf


Why Use the Template?

Avoid manual entry errors or confusion when 
entering data line by line

Use the template “workspace” to confirm new 
funding distributions are correct  before 
applying to the paycheck

Apply the distribution to multiple 100% 
distributions with a single click (RGS, VAC, SKS, 
etc.)

Apply the distribution to multiple paychecks in 
the PET with a single click

Template applies a new funding distribution (@ 100%) to 

selected sections of the paycheck.
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Example of New Distribution
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2

Funding Template for Copy

31

13

 44

4
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Example of Template for Copy

1

1
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Example of Template for Copy

2

3
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Example of Template for Copy

4
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1

4



Template Copy to All Checks

2

13

4
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Funding Template – Watch It
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Apply Funding Template to Future
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• Review Deductions and Taxes

• Save and System Checks

• Grants Questionnaire

• Review Summary Page

Review Additional Tabs 
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QRG: PET Map – Taxes
https://www.cu.edu/doc/pet-data-mappdf

Header

Paycheck Info

Job Data

Current Check

Template

New Check 

Distribution

Comments

Attachments

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


Taxes and Deductions
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46

Taxes and Deductions

•Follow earnings

UCD/AMC

•Pooled

UCB

•Pooled

UCCS

•Based on Earnings SpeedType

USYS
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SAVE & System Checks
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Contact Campus 

Controller Office 

or SPA/OGC to 

change to Active



Grant Certification 
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49

QRG: PET Map - Summary
https://www.cu.edu/doc/pet-data-mappdf
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https://www.cu.edu/doc/pet-data-mappdf


Summary Tab

4/28/2020       50



51

Summary Tab

4/28/2020       51



Additional Tabs – Watch It
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• Conclude with Paycheck Search Page

• CU PET Header Panel & Status

• Delete the Entry

• Add Comments & Attachments

• Events and Actions

• Workflow and Final Post to GL

Complete the PET
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QRG: PET Map – Paycheck Search
https://www.cu.edu/doc/pet-data-mappdf

Header

Paycheck 

Search 

& Results

AD HOC 

Approvers

Attachments

Comments

Events

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


Header, Ad Hoc, Attachments, 
Comments, Event Tracking
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HRGL Request # = USER######-YYYYMMDD-### 

Paycheck Search - Header
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PET Status

•Save with HRGL Request Number

•Add Attachment & Comments;  

•May Delete the Entry

SEARCHED/DRAFT >

•Workflow

SUBMITTED FOR APPROVAL >

•Waiting to Post to GL with Journal

APPROVED >

•Posted to FIN via Journal

COMPLETED >

•Funding Posted

•PET Recalled or Denied &

•Does Not Reallocate Paychecks

UNEDITABLE >
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• If in APPROVED/COMPLETD status, a new PET is required.

Delete a PET
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• Before SAVE, simply abandon the PET.

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

Submitted for Approval > RECALL/ DENY 

> Searched/Draft status. 

A PET can be deleted in Searched/Draft status.



Paycheck Search –

Ad Hoc Approvers

123456
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Attachments & Comments
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PET Event Tracking
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PET Actions

•Save – HRGL Request # and System Checks

•Save/Submit - Route to Approvers

SAVE & SAVE/SUBMIT

•Submitter pulls back to Saved/Draft Status for Changes

•UNEDITABLE If Recall/Deny with Funding Entry

RECALL

•Return to Submitter for Corrections

•UNEDITABLE If Recall/Deny with Funding Entry

DENY

•Forwards to the next Approver

•After final approval, changes to Approved status

•Completes with next Journal Cycle

APPROVE 
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Deny or Recall & Funding Update
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Campus Workflow

Campus FF – Fund 10, 20, 80 30, 31 34, 35

UCB 1FF##### Self SPA Self

AMC 2FF##### Self OGC OGC

UCD 6FF##### Self OGC OGC

UCCS 4FF##### Self SPA Self
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PET Approvers
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Complete the PET – Watch IT
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Header - Confirm Completed

PETs are sent to FIN in a single journal at noon and 6 pm daily. 

The PETs are available in mFIN the next day.
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Thanks for 
joining us.

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

HCM 

HRGL 

Webinar

mailto:hcm-community@cu.edu


END


