
ES HCM Campus Call

Presented on the first Tuesday of the month for the HCM Campus Community

February 4, 2010 3:00PM to 4:00PMEmployee Services

Updated 2/5/2020



Controls



Agenda

 System UIS Updates

 UIS Maintenance Matters

 UIS HCM System Enhancements

 UIS HCM System Workgroups

 ES Employee Learning & 
Development (ELD) 

 ES Human Resources

 ES Benefits Updates

 ES HCM Core & CU Careers 

 ES International Tax

 ES Payroll – Taxes

 ES Payroll – Pay & Contracts

 ES Payroll – Time & Leave

 ES Payroll – HR/GL

 ES Payroll – Support Team

 ES Payroll Calendar

 HCM Data Feature Focus

 Q & A—Current Call

 Q & A—Previous Call

 References



System UIS Updates
UIS Maintenance Matters

UIS HCM Systems Enhancements

UIS HCM Systems Workgroups

4

Back to Agenda



UIS Maintenance Matters
https://www.cu.edu/uis/maintenance-matters
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Back to Agenda

https://www.cu.edu/uis/maintenance-matters


UIS HCM System Workgroups
https://www.cu.edu/hcm-community/hcm-projects/get-involved

Updates to the meeting schedule (webpage updates forthcoming):

 The Employee Life Cycle meetings normally held on the 2nd Tuesday of each month have 

been canceled. We’ll send new invitations when this meeting starts up again.

 Student Employment module meeting is now the 2nd Tuesday of each month 1:00 pm – 2:00 

p.m.

 Contract Module meetings are no longer held separately. Any updates regarding contracts 

are discussed in the HR Services Manager meetings that meet on a bi-weekly basis.
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If you are interested in joining a module team, email hcmsystemteam@cu.edu.

https://www.cu.edu/hcm-community/hcm-projects/get-involved
mailto:hcmsystemteam@cu.edu


Campus Change Managers
https://www.cu.edu/hcm-community/hcm-projects/get-involved
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Back to Agenda

https://www.cu.edu/hcm-community/hcm-projects/get-involved


UIS HCM System Enhancements
https://www.cu.edu/hcm-community/hcm-projects/hcm-updates-fixes-and-

enhancements
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Back to Agenda

No new updates to report.

https://www.cu.edu/hcm-community/hcm-projects/hcm-updates-fixes-and-enhancements


ES Employee Learning and 

Development (ELD)

Back to Agenda

9



ES ELD
https://www.cu.edu/hcm-community-training

HCM Training Schedule 2020

Feedback, suggestions? 

system.training@cu.edu

See the full schedule of monthly 

webinars and structured labs.

Now available!

https://www.cu.edu/hcm-community-training
https://www.cu.edu/docs/hcm-training-schedule


ES ELD
https://www.cu.edu/hcm-community-training

Register

Webinars

Feedback, suggestions? 

system.training@cu.edu

Register

See the full schedule of monthly 

webinars and structured labs.

https://www.cu.edu/hcm-community-training
https://cusystem.zoom.us/webinar/register/WN_QnW6bvHYQfS-RjrPJVVtcA
https://cusystem.zoom.us/webinar/register/WN_xPVoYipKQo2YiXcbjsFu0A
https://www.cu.edu/docs/hcm-training-schedule


ES ELD
https://www.cu.edu/hcm-community-training

Webinars

Feedback, suggestions? 

system.training@cu.edu

View 

Webinar

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


Training Tracking
https://www.cu.edu/blog/work-life/track-your-training-and-your-staffs-training-

portal

Back to Agenda
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Track your training, and your staff's training in the portal 
January 10, 2020 by Employee Services

 With annual reviews coming soon, it's a good time to track your progress 
or your staff's progress.

 There's an easy way to do this using the portal's training summary tiles.

Here's how to get started:

 Go to my.cu.edu

 Open the CU Resources dropdown menu and select Training

 You can then select a tile based on your needs.

https://www.cu.edu/blog/work-life/track-your-training-and-your-staffs-training-portal
https://www.cu.edu/blog/work-life/author/9230
https://my.cu.edu/


ES Collaborative HR Services
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Goals and Evaluation Review
https://www.cu.edu/blog/hcm-community/set-goals-university-

staff-then-prepare-classified-staff-evaluations-linkedin

Set goals for university staff, then prepare for classified 
staff evaluations with LinkedIn Learning resources January 22, 2020 by 

Employee Services

The performance cycle for university staff has ended and the classified staff performance 
cycle ends March 31, which means it’s time to start setting goals and preparing to review 
employees’ accomplishments and challenges.

Mark your calendar for the following deadlines

 April 1: The classified staff performance cycle begins. Evaluate before April 30.

 May 1: Turn in all classified evaluations. In May, meet/set classified staff annual 

goals.

 June 1: Submit a copy of the performance plan’s front page.

Confirm your campus's performance management process: 
 Boulder: http://hr.colorado.edu/lr/pm/Pages/default.aspx

 Denver: http://www.ucdenver.edu/about/departments/HR/Pages/default.aspx

 UCCS: https://www.uccs.edu/hr/

 System: https://www.cu.edu/employee-services/collaborative-hr-services/cu-system-administration/employee-resources/system

Back to Agenda
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https://www.cu.edu/blog/hcm-community/set-goals-university-staff-then-prepare-classified-staff-evaluations-linkedin
https://www.cu.edu/blog/hcm-community/author/10695
http://hr.colorado.edu/lr/pm/Pages/default.aspx
http://hr.colorado.edu/lr/pm/Pages/default.aspx
http://www.ucdenver.edu/about/departments/HR/Pages/default.aspx
http://www.ucdenver.edu/about/departments/HR/Pages/default.aspx
https://www.uccs.edu/hr/
https://www.uccs.edu/hr/
https://www.cu.edu/employee-services/collaborative-hr-services/cu-system-administration/employee-resources/system
https://www.cu.edu/employee-services/collaborative-hr-services/cu-system-administration/employee-resources/system


Performance Evaluation Resources
https://www.cu.edu/blog/hcm-community/set-goals-university-staff-then-

prepare-classified-staff-evaluations-linkedin

https://lnkd.in/eDv6GVh

1. Prepare

2. Clear performance goals

3. Foster productive 

dialogue

To begin, use the Skillsoft 

and LinkedIn Learning 

resources here.

To log into LinkedIn 

Learning, click here.

Back to Agenda
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Access resources in LinkedIn Learning

https://www.cu.edu/blog/hcm-community/set-goals-university-staff-then-prepare-classified-staff-evaluations-linkedin
https://lnkd.in/eDv6GVh
https://lnkd.in/eDv6GVh


ES Benefits Updates
https://www.cu.edu/blog/work-life
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https://www.cu.edu/blog/work-life
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Benefits and Fluid Update
https://www.cu.edu/employee-services/benefits-wellness/new-

employee/how-enroll

 New Employees will have an updated benefit enrollment experience.

 When enrolling in benefit choices, the items will display as tiles for 

easy selection and updating.
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CU Health Plan Annual Report
https://www.cu.edu/docs/summary-annual-report-university-

colorado-health-and-welfare-trust

 The federal government requires CU Health Plan, the administrator 

of your health benefits, to provide plan participants 

with the University of Colorado Health and Welfare Plan’s Notice of 

Privacy Practices. It informs you of the plan’s insurance 

information, privacy practices, Medicare Part D coverage and 

COBRA rights.

https://www.cu.edu/docs/summary-annual-report-university-colorado-health-and-welfare-trust
http://click.communications.cu.edu/?qs=1743ba30cbff90a1c05b7db2b586b43eb4b2253de1ffcbe1aadabf92fceeb7e750935af1c472b46296e963821b6f6d63f4d887f1ffc0238c
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Back to Agenda

Retirement Ready
https://www.cu.edu/employee-services/benefits-

wellness/retirement-ready

https://www.cu.edu/employee-services/benefits-wellness/retirement-ready
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TIAA Webinars
https://shared.tiaa.org/public/publictools/campaign/login/webin

ar?resume=/idp/s1oCq/resumeSAML20/idp/SSO.ping

Increase your financial know-how with TIAA's webinars

Register for one of the following online talks in February at 

tiaa.org/webinars:

 Introduction to trusts: 10 - 11 a.m. Feb. 11

 Market-proof your retirement: 10 - 11 a.m. Feb. 12

 She's Got It: A woman's guide to saving and investing: 

1 - 2 p.m. Feb. 12

 Cybersecurity @ home: 10 - 11 a.m. Feb. 13

 Within Reach: Transitioning from career to 

retirement: 1 - 2 p.m. Feb. 13

https://shared.tiaa.org/public/publictools/campaign/login/webinar?resume=/idp/s1oCq/resumeSAML20/idp/SSO.ping
http://click.communications.cu.edu/?qs=6e6059d284b145ec4174b07b6ecca6e8207560d4345943f4e8afb719eab412534c7dedd0e59792e6c2937f2d90d5404682775a76e7a56d21


Tuition Assistance Benefit
https://www.cu.edu/blog/work-life/tuition-assistance-benefit-applications-now-open

https://www.cu.edu/employee-services/benefits-wellness/current-employee/tuition-

assistance/

Tuition Assistance Benefit 

applications for the spring 2020 

semester are now being 

accepted in your employee 

portal.

Deadlines

 CU Boulder: Jan. 31, 2020

 CU Colorado Springs: Feb. 5, 

2020

 CU Denver and CU Anschutz: 

Feb. 5, 2020

Access the application

 Log into the employee portal.

 Open the CU Resources 

dropdown menu and select 

Forms.

 Click the Career 

Advancement tile, then click 

the Tuition Assistance 

Application tile.

Visit our website for full details.
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https://www.cu.edu/blog/work-life/tuition-assistance-benefit-applications-now-open
https://www.cu.edu/employee-services/benefits-wellness/current-employee/tuition-assistance/
https://www.cu.edu/employee-services/benefits-wellness/current-employee/tuition-assistance/cu-boulder
https://www.cu.edu/employee-services/benefits-wellness/current-employee/tuition-assistance/uccs
https://www.cu.edu/employee-services/benefits-wellness/current-employee/tuition-assistance/cu-denveranschutz
https://my.cu.edu/
https://www.cu.edu/employee-services/benefits-wellness/current-employee/tuition-assistance/cu-denveranschutz


Colorado Symphony Orchestra
https://www.cu.edu/blog/work-life/music-your-ears-receive-discounts-

colorado-symphony-tickets-0

 As a CU employee, you 

can take part in the 

Colorado Symphony’s 

2019/20 Season with $25 

flat rate tickets for most 

Family, Classics, 

Symphony Pops, Holiday

and, depending on 

availability, Specials

concerts.

 Note: Discounts are not 

available for some 

events.

Get your discounted tickets

 There are two ways to buy 
your discounted tickets:

 Visit the Colorado Symphony 
online. When you’ve found 
concert(s) you would like to 
attend, enter the code 
CSCU20 in the Promo Code
box located on the right side 
of the webpage. Be sure to 
click the SUBMIT CODE
button, or the discount won’t 
be applied.

 Stop by or call the box office 
at 303-623-7876 with the 
concert(s) you’d like to 
attend and provide the code 
over the phone.
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https://www.cu.edu/blog/work-life/music-your-ears-receive-discounts-colorado-symphony-tickets-0
https://tickets.coloradosymphony.org/single/EventListing.aspx?_sp=b0620690a6e25870.1541622165265&k=9
https://tickets.coloradosymphony.org/single/EventListing.aspx?_sp=b0620690a6e25870.1541622117392&k=105
https://tickets.coloradosymphony.org/single/EventListing.aspx?_sp=b0620690a6e25870.1541622144753&k=8
https://tickets.coloradosymphony.org/single/EventListing.aspx?_sp=b0620690a6e25870.1541622194658&k=10
https://tickets.coloradosymphony.org/single/EventListing.aspx?_sp=b0620690a6e25870.1541623098013&k=48
https://coloradosymphony.org/


https://zipongo.com/home

https://zipongo.com/recipes/35580246

Zipongo is free to primary members of a CU Health Plan and up to four household members. Visit cu.zipongo.com

today to register. After you sign up, make sure to take the NutriQuiz survey to receive personalized suggestions.
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https://zipongo.com/home
https://zipongo.com/recipes/35580246
http://cu.zipongo.com/


ES HCM Core & CU Careers
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Termination Template
https://www.cu.edu/blog/hcm-community/walk-through-

upcoming-epar-upgrade-then-see-how-prepare

Walk through upcoming ePAR upgrade, then see how to 
prepare January 27, 2020 by Employee Services

 On Feb. 13, Termination Template is active

 ePAR Separation – Replaced by Template

 ePAR Group terminations – Continue

What to do

 Start on the Transaction Launch Page tile

 Search for the EID being terminated (search criteria remains the same). 

 Select Termination from the dropdown list in the Search Option list

 Click Search, and chose the correct employee from the list

 The termination date is the first day the employee NO longer works for CU

 Termination transactions route for approval according to campus-specific work flow 

setup.

CAUTION:  

Since the Search feature is enabled, row level access does not restrict results. 

Approvers:  Review the EID and DEPT before approving.

Back to Agenda

https://www.cu.edu/blog/hcm-community/walk-through-upcoming-epar-upgrade-then-see-how-prepare
https://www.cu.edu/blog/hcm-community/author/10695


Termination Template
https://www.cu.edu/blog/hcm-community/walk-through-

upcoming-epar-upgrade-then-see-how-prepare

Start preparing for the upgrade

 To ensure you are ready to use the new template, 
follow the steps below:

1. Clear your cache and turn off your popup blocker.

2. Complete the HCM Termination Demo and Practice 
exercise in Skillsoft.

3. Review the Terminating an Employee step-by-step 
guide.

4. Ensure all termination transactions are entered and 
approved before Feb. 6. If a termination needs to be 
entered between Feb. 7 and Feb. 13, please work with 
your campus Human Resources office.

Back to Agenda

https://www.cu.edu/blog/hcm-community/walk-through-upcoming-epar-upgrade-then-see-how-prepare
https://www.cu.edu/sites/default/files/uis_how_to_guide_clear_browser_cache_0.pdf
http://universityofcolorado.skillport.com/skillportfe/custom/login/saml/login.action?courseaction=launch&assetid=_scorm12_cu_hcm_demo_termtbt_0001
https://www.cu.edu/docs/sbs-terminating-employee


Termination Template
https://www.cu.edu/blog/hcm-community/walk-through-upcoming-epar-

upgrade-then-see-how-prepare

https://www.cu.edu/docs/jaid-pop-up-blockers-cache

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

https://www.cu.edu/docs/sbs-terminating-employee

1. Complete the 

HCM Termination 

Demo and 

Practice 

exercise in 

Skillsoft.

2. Review the 

Terminating an 

Employee step-

by-step guide.

Back to Agenda

https://www.cu.edu/blog/hcm-community/walk-through-upcoming-epar-upgrade-then-see-how-prepare
https://www.cu.edu/docs/jaid-pop-up-blockers-cache
https://www.cu.edu/hcm-community/hcm-projects/training-webinars
https://www.cu.edu/docs/sbs-terminating-employee
http://universityofcolorado.skillport.com/skillportfe/custom/login/saml/login.action?courseaction=launch&assetid=_scorm12_cu_hcm_demo_termtbt_0001
https://www.cu.edu/docs/sbs-terminating-employee


Termination Template
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ePAR Group Termination
https://www.cu.edu/docs/sbs-entering-group-terminations

Back to Agenda

Campus # of EID Terminated                
Boulder 9,707
AMC 493
UCD 142
UCCS 23
SYS 0
UCD/AMC 3
TOTAL 10,368

Since January 1, 2019:
Month # of EID
Terminated
Jan 2019 990 
Feb 2019 104
Mar 2019 51
Apr 2019 27
May 2019 2,463
Jun 2019 1,625
Jul 2019 869
Aug 2019 1,703
Sep 2019 896
Oct 2019 378
Nov 2019 108
Dec 2019 505
Jan 2020 552
May 2020 68
Sep 2020 5
TOTAL 10,368

https://www.cu.edu/docs/sbs-entering-group-terminations


Benefits Job Code Matrix
https://www.cu.edu/blog/hcm-community/link-most-recent-benefits-

eligibility-matrix-ensure-job-codes-are-current

https://www.cu.edu/docs/benefit-eligibility-matrix

Link to the most recent Benefits Eligibility 
Matrix to ensure job codes are current January 24, 
2020 by Employee Services

 Employee Services asks HCM users to use the Benefits Eligibility Matrix 
document page rather than accessing a previously downloaded version. 

 Users will also be able to better communicate to their employees’ benefits 
eligibility and payroll. 

 A working group, with representation from each of the campuses, actively 
updates the matrix on a consistent basis. Job codes are added or eliminated 
based on this working group, CHROs and campus recommendations.

When to use the Benefits Eligibility Matrix:

 Guide HCM users to identify the most appropriate job code to use when hiring

 Explain benefits and leave eligibility for an employee's position

 Identify pay group and compensation frequency

Back to Agenda

https://www.cu.edu/blog/hcm-community/link-most-recent-benefits-eligibility-matrix-ensure-job-codes-are-current
https://www.cu.edu/docs/benefit-eligibility-matrix
https://www.cu.edu/blog/hcm-community/author/9230
https://www.cu.edu/docs/benefit-eligibility-matrix


Back to Agenda



ES International Tax

33

Back to Agenda

https://www.cu.edu/employee-services/international-employee-0/

https://www.cu.edu/employee-services/international-employee-0/


International Employee
https://www.cu.edu/employee-services/international-employee-0/
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https://www.cu.edu/employee-services/international-employee-0/


New International Employees
https://www.cu.edu/blog/work-life/new-international-employees-schedule-your-required-appointment-

international-tax

https://booknow.appointment-plus.com/43rspqeq/
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https://www.cu.edu/blog/work-life/new-international-employees-schedule-your-required-appointment-international-tax
https://booknow.appointment-plus.com/43rspqeq/


International AP Payments
https://www.cu.edu/docs/international-ap-payments 

36
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https://www.cu.edu/docs/international-ap-payments


International Tax 1042-S Update
https://www.cu.edu/employee-services/get-your-w-2

1042-S forms were mailed on Jan. 30th to Non-U.S. citizens 

who had one or more of the following types of income 

issued by CU in 2019:

 Tax treaty-exempt income

 Non-qualified scholarship payments

 Taxable non-wage compensation

 The International Tax Office will offer Glacier Tax Prep 

software to qualified international employees and 

students starting in mid-February. More information to 

come.

Back to Agenda
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https://www.cu.edu/employee-services/get-your-w-2


ES Payroll – Taxes
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IRS Tax Tips
https://www.youtube.com/user/irsvideos

https://www.youtube.com/watch?v=BBuAzW43K1A&feature=youtu.be

Back to Agenda

https://www.irs.gov/w

ithholding

The IRS urges everyone to 

see if they need to adjust 

their withholding by using 

the Tax Withholding 

Estimator to perform a 

Paycheck Checkup. 

If an adjustment is 

needed, the Tax 

Withholding Estimator 

gives specific 

recommendations on how 

to fill out their employer’s 

online Form W-4 or 

provides the PDF form 

with key parts filled out.
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https://www.youtube.com/user/irsvideos
https://www.youtube.com/watch?v=BBuAzW43K1A&feature=youtu.be
https://www.irs.gov/withholding


HCM Portal W-4
https://www.cu.edu/blog/hcm-community/2020-form-w-4-now-available-

employee-portal

https://www.irs.gov/newsroom/faqs-on-the-draft-2020-form-w-4

https://www.irs.gov/individuals/tax-withholding-estimator

Back to Agenda

2020 Form W-4 now available in the employee 
portal, December 17, 2019 by Employee Services

 The new form is now in my.cu.edu. 

Current Employees – a new form is NOT required

 A new form is NOT required if no changes to the 2019 W-4 is desired.  
Tax tables will apply to the current information.

Who must submit a 2020 form?

 Current employees who would like to change their W-4 withholdings, 

 those who filed as tax-exempt in 2019 and 

 new hires will need to submit a new form.

 Learn more about the 2020 Form W-4 and utilize the IRS Tax Estimator 
to help determine your 2020 withholdings.
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https://www.cu.edu/blog/hcm-community/2020-form-w-4-now-available-employee-portal
https://www.irs.gov/newsroom/faqs-on-the-draft-2020-form-w-4
https://www.irs.gov/individuals/tax-withholding-estimator
https://www.cu.edu/blog/hcm-community/author/10695
https://www.cu.edu/docs/2020-form-w-4-information
https://www.irs.gov/newsroom/faqs-on-the-draft-2020-form-w-4
https://www.irs.gov/individuals/tax-withholding-estimator


Get Your Tax Forms
https://www.cu.edu/employee-services/get-your-w-2

Back to Agenda
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The W-4 allows you to determine how much federal income tax is withheld from your pay. At the 

start of each year, check your W-4 and make any needed adjustments. This is especially relevant 

if you got married, had a child or experienced other changes in your tax status.

The IRS has released a revised W-4 for 2020

 The new form is now on the Employee Services website. Only current employees who would 

like to change their W-4 withholdings, those who filed as tax-exempt in 2019, and new hires 

will need to submit the new form.

 Learn more about the 2020 Form W-4 and utilize the IRS Tax Estimator to help determine 

your withholding.

Additional information

 Changes made to the tax tables may affect your tax liability for 2020. We encourage you to 

use the IRS Tax Estimator to determine if you should complete a new Form W-4 for 2020.

 Employee Services does not provide tax advice. Please contact your tax advisor with any 

questions.

https://www.cu.edu/employee-services/get-your-w-2
https://www.cu.edu/docs/form-w-4-and-instructions
https://www.irs.gov/newsroom/faqs-on-the-draft-2020-form-w-4
https://www.irs.gov/individuals/tax-withholding-estimator
https://www.irs.gov/individuals/tax-withholding-estimator


2019 W-4 Exemptions Expire
https://www.cu.edu/blog/hcm-community/2019-w-4-exemptions-expire-

feb-17-2020

Back to Agenda

 2019 W-4 "exempt" from federal withholding 

tax expires Feb. 17, 2020.

 Deadline: Friday, Feb. 14, 2020. 

 Tax status revert to Single if not resubmitted 

as Exempt. 

 No refund of taxes will be allowed for exempt 

status updates made after Feb. 14, 2020.
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https://www.cu.edu/blog/hcm-community/2019-w-4-exemptions-expire-feb-17-2020


W-4 and Additional Job for 

Current Employees 

New Rehire Row

 Existing employee

 Department adds 

additional job to 

existing record

 W-4 flips to 2020 for 

new (re)hire row

HCM Community Team

 Monitoring and deleting 

the bad entries (usually 

reverting back to their 

last 2019 W-4 setup)

If employee wants to 

update the W-4:

 Log into the portal

 Be sure to update 2020 

W-4 information

 Applies to all jobs

Back to Agenda
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Colorado Tax Withholding
https://www.cu.edu/blog/work-life/tax-forms-are-coming-soon-be-sure-

update-your-w-4

https://www.cu.edu/employee-services/payroll/self-service/w-4

Tax forms are coming soon, be sure to 
update your W-4 January 2, 2020 by Employee Services

Colorado Withholding

 CU is still using the 2019 W-4 for state withholding in the portal under 
further notice. 

 To make changes to Colorado state withholding, submit a 2019 federal 
W-4 and write "Colorado" across the top. New employees will default to 
single with 0 exemptions.

Add or cancel Colorado tax withholding

 To request a whole dollar amount to be withheld in addition to the 
amount of withholding based on your marital status and withholding 
allowances claimed on your W-4, you have two options:

 Request this change for your federal taxes.

 Request, edit or cancel a whole dollar amount of Colorado state taxes to 
be withheld.

Back to Agenda
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https://www.cu.edu/blog/work-life/tax-forms-are-coming-soon-be-sure-update-your-w-4
https://www.cu.edu/employee-services/payroll/self-service/w-4
https://www.cu.edu/blog/work-life/author/27210
https://www.cu.edu/docs/2019-w-4-form


Working Outside of Colorado
https://www.cu.edu/employee-services/payroll/self-service/w-4

https://www.cu.edu/docs/form-w-4-and-instructions

https://www.cu.edu/docs/state-w-4-forms

State W-4 Forms

Purpose

The University of Colorado withholds state taxes from the state in which you perform 
work. 

 Fill out a W-4 for the state in which you work

 Mail or fax it to Employee Services. (Email is not a secure method to deliver the 
personal information contained on the W-4).

Note:

 Pennsylvania residents: There are two forms to fill out for your state.

 Alaska, Florida, New Hampshire, Nevada, South Dakota, Tennessee, Texas, 
Washington and Wyoming do not collect state income taxes.

Mailing address

 Employee Services
University of Colorado
1800 Grant St., Suite 400
Denver, CO 80203

Back to Agenda
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https://www.cu.edu/employee-services/payroll/self-service/w-4
https://www.cu.edu/docs/form-w-4-and-instructions
https://www.cu.edu/docs/state-w-4-forms


ES Payroll – Pay & Contracts
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Check Pulls vs Overpayments

Back to Agenda
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Thanks to our campus partners for avoiding 100 

overpayments with check pulls in January Monthly 

Payroll:

Here are the highlights:

 8 – No Reissue

 30 – No Reissue in Off-Cycle

 56 – Reissue in Off-Cycle

 1 – Reissue with Handdrawn

 2 – Intercept in Mail



2020 Mileage Rates
https://www.cu.edu/psc/policies/psc-communicator-1222020

Back to Agenda
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https://www.cu.edu/psc/policies/psc-communicator-1222020


Moving Expense Worksheets
https://www.cu.edu/docs/moving-expense-procedures-and-

resources

Remember:

Departmental pre-paid moving 

expense with POs or P-cards: 

1. Enter MVA in CU Time, then

2. Submit the Moving Expense 

Worksheets to Employee Services

See the step-by-steps below for 

details and contact Employee 

Services with any questions.

Back to Agenda
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ES Payroll – Time and Leave
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Monthly Timesheets Additional 

Hours
My Leave will not calculate additional hours (ATS, XRG, 

OTM) for the last week of January until the February 

timesheet because the system needs a full week.



Leave Policies
https://www.cu.edu/hcm-community/pay-employees/leave-

policies

Holidays

 https://www.cu.edu/employee-services/holidays

Leave Policies for University Staff and Twelve-Month Faculty

 https://www.cu.edu/regents/policy-11e-leave-policies-officers-exempt-professionals-and-faculty

Leave Policies for State Classified (subject to the State Personnel Board Rules)

 https://www.colorado.gov/pacific/spb/board-rules

 Technical Guidance Time Off and Leave:

 https://www.colorado.gov/pacific/dhr/time-leave

 https://www.colorado.gov/pacific/sites/default/files/%28FINAL%29%20Technical%20Guide_%20Time
%20Off%20and%20Leave%20%282019-11-05%29.pdf
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Classified Staff Accruals

VAC = 14.67 hrs/mo

SCK = 10 hrs/mo

VAC = 14.67 hrs/mo

SCK = 10 hrs/mo
See Chart

https://www.cu.edu/hcm-community/pay-employees/leave-policies
https://www.cu.edu/regents/policy-11e-leave-policies-officers-exempt-professionals-and-faculty
https://www.colorado.gov/pacific/spb/board-rules
https://www.colorado.gov/pacific/dhr/time-leave
https://www.colorado.gov/pacific/sites/default/files/%28FINAL%29%20Technical%20Guide_%20Time%20Off%20and%20Leave%20%282019-11-05%29.pdf


Leave Policies

If you are faculty with a different appointment, please find your 
campus below and visit their Faculty Affairs or Human Resources 
webpage:

 CU Boulder

 CU Colorado Springs

 CU Denver | Anschutz Medical Campus

Paid Parental Leave

 CU offers new parents four weeks or more of paid parental 
leave following the birth, adoption, foster placement or 
guardianship of a child. Campus policies vary in the amount 
and rules to use this leave, so visit your campus Human 
Resources website for details
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http://click.communications.cu.edu/?qs=deb792e06baa4e4e5add4e6f2b75914c788f9706707e16c5c1b0d515ec540bd48943549912cb7480d2bf0693e85a3b8e5c2ffc6531d3a233
http://click.communications.cu.edu/?qs=deb792e06baa4e4ef5a8da80aa13dd85c1ea1c50123e2289382b61c2d44a0470ada9a4bf58903b66f6dabfe22087f0be265cb195dab0372c
http://click.communications.cu.edu/?qs=deb792e06baa4e4e624feb5779df3d6feec28392bd1c9c29fe58cf41a8c676c6b372566172b856ad2b1edc767d5be04ddc5c3be38394071e


Timesheets, CU Time, & the Payroll 

Register
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December Timesheet = Exempt (Report Exception Time Only)

November = leave time only reported in December

My Leave Time sheet - November

Payroll Register - December
 RGS posts from Job Data

 VAC posts from CU Time

CU Time example 

of exception time



ES Payroll – HR/GL
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PET: Match RGS/VAC/SCK Funding 

Distribution for Entire Check
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PET: Match RGS/VAC/SCK Funding 

Distribution for Entire Check
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ES Payroll – HCM Support Team
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Employee Tax Forms

Back to Agenda

 W-2 Reports employee annual wages, taxes and other reportable 
deductions.

 Available in the Portal by February 2nd.

 1095-C Provides information about health coverage provided by CU as 
required by the Affordable Care Act (ACA). You do not need this form to 
file your taxes, but you should save it with your tax return

 Available in the Portal in March.

 1099-MISC Indicates cash paid to contractors, attorneys, “income other 
than wages.”

 Inquire with FINPROHELP.

 1099-R Used when employees have distributions from Pensions, 
Annuities, Retirement or Profit-Sharing Plans, IRAs, Insurance Contracts.

 1042-S (Non-U.S. citizens form) - ES will mail  all 1042-S forms to non-
U.S. citizens who had one or more of the following in 2019:

 tax treaty-exempt income; non-qualified scholarship payments; taxable 
compensation

 Inquire with IntlTax@cu.edu

 1098-T – Campus Bursar’s office sends this Tax form. It reports 
payments received for tuition, scholarships, and grants. 

 Inquire with campus Bursar’s Office.
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W-2, 1095-C and 1042-S
https://www.cu.edu/blog/work-life/employees-soon-will-receive-tax-forms-

w-2-1095-c-and-1042-s

Updated: Employees soon will receive tax forms W-

2, 1095-C and 1042-S February 3, 2020 by Employee Services

 All 2019 W-2s were mailed by Jan. 31, 

 All 2019 1095-Cs will be mailed by March 2 

 to mailing addresses employees have on file in their 

employee portals. 

 All 1042-S forms were mailed Jan. 31.

Back to Agenda
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https://www.cu.edu/blog/work-life/employees-soon-will-receive-tax-forms-w-2-1095-c-and-1042-s
https://www.cu.edu/blog/work-life/author/9230


W-2, 1095-C and 1042-S
https://www.cu.edu/blog/work-life/employees-soon-will-receive-tax-forms-

w-2-1095-c-and-1042-s

Employees soon will receive tax forms W-2, 1095-C and 1042-S February 
3, 2020 by Employee Services

What if employees see two different W-2s in their portals?

 UPDATE: For 2019, ADP is issuing a separate W-2 form for CU and 
CUR

 If employees see two W-2s (CU and CUR), it is recommended that 
they submit the ADP W-2 with their tax filing. This W-2 is a 
combination of CU and CUR wage and tax information. Submitting 
multiple W-2s from the same company or with the same EIN may 
cause confusion with the IRS and states, which may cause a delay 
in processing their tax return.

What if employees did not receive their W-2 in the mail?

 Employees who do not receive their W-2 in the mail should 
reference the Employee Services website for next steps.

 Note for employees who access their W-2 through the ADP portal: 
You must enter the ZIP code you lived in as of Jan. 6.

Back to Agenda
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https://www.cu.edu/blog/work-life/employees-soon-will-receive-tax-forms-w-2-1095-c-and-1042-s
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Get Your Tax Forms
https://www.cu.edu/employee-services/get-your-w-2

Back to Agenda
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Get your W-2 in the mail

 Your W-2 tax form(s) was mailed to the address you have on file 
before Jan. 31 and is available in the employee portal.

Didn't receive your W-2?

 Current employees: Access your W-2 in the employee portal using the 
instructions below. Please do not submit a W-2 Reissue Request Form.

 Former employees: Access your W-2 via the ADP portal. Please call 
Employee Services at 303-860-4200, option 2 for instructions.

 Student employees: Recipients of stipends (scholarship, fellowships 
and grants) are expected to self-report amounts, if taxable, regardless 
of whether they are reported on a W-2.

https://www.cu.edu/employee-services/get-your-w-2
http://my.cu.edu/


How To Read Your W-2
https://www.cu.edu/employee-services/how-read-your-w-2

Back to Agenda
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https://www.cu.edu/employee-services/how-read-your-w-2


Get Your Tax Forms
https://www.cu.edu/employee-services/get-your-w-2

Back to Agenda
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https://www.cu.edu/employee-services/get-your-w-2


Payroll Calendar
https://www.cu.edu/hcm-community/pay-employees/payroll-production-calendars

Back to Agenda
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HCM Data Feature Focus
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Contract Pay Report
• Returns basic contract information including begin and end dates

• Use this query to verify basic contract information 

• Can be run by Dept, Jobcode, EmplID, or by date-range



The Contract Pay report can be used to provide a long-range 

overview of your employee contracts for planning and 

budgeting purposes.



Salary History Report
• Returns an employee’s complete salary history

• Can also be run be Dept ID to capture data for multiple employees



• The Salary History report returns 

information from Job Data in HCM.

• Use this report for staffing, promotion, 

and budget planning purposes.



Jobs With Zero Compensation
• Returns a list of Positions with an a compensation rate of less than $0.01

• Includes Job Code, Position number, and Pay Status

• Includes Position Incumbent information



• Run the Jobs With Zero Compensation report to determine if the Comp Rate is 

legitimate for the Position, or if you have errors in your Position setup.

• Correct errors before Payroll runs.

• Help eliminate errors in external reporting that can affect your budget.



Questions
Q & A – Current Call

Q& A – Previous Call
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Q & A – Current Call
Questions from today’s call

If we currently do not use My Leave, will the employees who 
became non-exempt as of 1/1/20 be docked in their February pay 
if their hours are not documented in My Leave?

If My Leave is not used at all, it will not create a dock. Entries in 

My Leave are uploaded to CU Time.  If there is no data in My 

Leave, it will not create an upload. A dock would only be created 

in CU Time because a dock in My Leave was loaded to CU Time or 

because a manual entry or other upload created the dock in CU 

Time.  
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Q & A – Previous Call
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Questions from Previous Call

What is UIS?

University Information Services (UIS) UIS provides IT services that 

empower the University of Colorado's campuses and CU system 

administration. www.cu.edu/uis

Does UCD/AMC have a different review period?

The performance review period for UCD/AMC ended 12/31/19.  The 

1/31/20 end review period is for Boulder, UCCS and System.

Would (the Roth Option account information be visible 

with the same TIAA CREF login info if you have a 

401(a)? Or would this require a separate login?

All of an employee’s retirement accounts through TIAA are managed 

through one account with TIAA.

When will the 2019 W-2 be available online in the CU 

resources portal?
The W-2s will be available in the portal by January 31st.

Will employees be notified of the increase in PERA 

contributions?

As we approach the July timeframe, we will include the PERA changes 

in system-wide communications.  In addition, PERA employees are also 

kept informed by PERA.

For the folks who are now non-exempt-- we were just 

given advice to enter their exception time manually in 

CU Time to avoid errors. Would we also need to enter 

their RGS regular hours worked, so that they get paid 

exactly for the number of hours worked this month?

For monthly salaried employees, the RGS is included from Job Data. 

The caution with CU Time and My Leave is only to avoid inaccurate 

docked pay uploaded and approved that would create an 

underpayment.

Why would you use home instead of mailing address?

This is user choice in the query parameters.  Mailing address may also 

be chosen.  

I ran query # 33 for jobs under minimum wage but 

there were no results, does this mean that our 

department has no one under the min. wage?

The results indicate that for employees in the departments for which 

you have row level access, none are out of compliance in Colorado.
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Time and Leave Benefits Pay and Contracts ELD

HCM Support 

Team Info UIS Info HRGL Taxes Work Life International Tax # Categories

Time and Leave Benefits Pay and Contracts ELD HCM Support UIS Info HRGL Taxes Work Life International Tax 10

Time and Leave Benefits Pay and Contracts ELD HCM Support UIS Info HRGL Taxes Work Life International Tax 10

Time and Leave Benefits Pay and Contracts ELD HCM Support UIS Info HRGL Taxes Work Life International Tax 10

Time and Leave Benefits Pay and Contracts ELD HCM Support UIS Info HRGL Taxes Work Life International Tax 10

Time and Leave Benefits Pay and Contracts ELD HCM Support HRGL Taxes Work Life International Tax 9

Time and Leave Benefits Pay and Contracts ELD HCM Support UIS Info HRGL Taxes Work Life 9

Time and Leave Benefits Pay and Contracts ELD HCM Support UIS Info HRGL Taxes Work Life 9

Time and Leave Benefits Pay and Contracts ELD HCM Support UIS Info HRGL Taxes Work Life 9

Time and Leave Benefits Pay and Contracts ELD HCM Support UIS Info HRGL Work Life International Tax 9

Time and Leave Benefits Pay and Contracts ELD HRGL Taxes Work Life International Tax 8

Time and Leave Benefits Pay and Contracts ELD HRGL Taxes Work Life International Tax 8

Time and Leave Benefits Pay and Contracts ELD HCM Support HRGL Taxes Work Life 8

Time and Leave Benefits Pay and Contracts ELD HCM Support UIS Info HRGL Taxes 8

Time and Leave Benefits Pay and Contracts ELD HCM Support HRGL International Tax 7

Benefits Pay and Contracts ELD HCM Support HRGL Taxes International Tax 7

Time and Leave Benefits Pay and Contracts HRGL Taxes Work Life International Tax 7

Benefits ELD HCM Support UIS Info HRGL Taxes Work Life 7

Time and Leave Benefits Pay and Contracts ELD HCM Support UIS Info Taxes 7

Time and Leave Benefits Pay and Contracts ELD HCM Support UIS Info Taxes 7

Time and Leave Benefits Pay and Contracts UIS Info HRGL Taxes International Tax 7

Time and Leave Benefits Pay and Contracts HCM Support UIS Info HRGL Taxes 7

Time and Leave Benefits Pay and Contracts HCM Support UIS Info HRGL Taxes 7

Time and Leave Benefits Pay and Contracts ELD Taxes Work Life 6

Time and Leave Benefits Pay and Contracts ELD HCM Support Work Life 6

Time and Leave Benefits Pay and Contracts ELD Taxes International Tax 6

Time and Leave Benefits Pay and Contracts ELD HCM Support Taxes 6

Time and Leave Benefits Pay and Contracts ELD HCM Support International Tax 6

Time and Leave Benefits ELD HCM Support UIS Info Work Life 6

Time and Leave Benefits ELD HCM Support UIS Info Work Life 6

Time and Leave Benefits Pay and Contracts ELD HCM Support UIS Info 6

Time and Leave Pay and Contracts ELD HCM Support UIS Info HRGL 6

Pay and Contracts ELD HCM Support UIS Info Taxes International Tax 6

Time and Leave Benefits Pay and Contracts HCM Support UIS Info HRGL 6

Time and Leave Benefits Pay and Contracts HCM Support UIS Info HRGL 6

Time and Leave Benefits Pay and Contracts ELD Work Life 5

Time and Leave Benefits ELD Taxes Work Life 5

Time and Leave Benefits Pay and Contracts ELD HRGL 5

Time and Leave Pay and Contracts ELD HCM Support HRGL 5

Time and Leave Benefits Pay and Contracts Taxes Work Life 5

Time and Leave Benefits Pay and Contracts Taxes Work Life 5

Time and Leave Benefits Pay and Contracts Taxes International Tax 5

Time and Leave Benefits Pay and Contracts HCM Support International Tax 5

Benefits Pay and Contracts ELD UIS Info Taxes 5

Pay and Contracts ELD HCM Support UIS Info HRGL 5

Benefits ELD HCM Support UIS Info International Tax 5

Benefits Pay and Contracts ELD Work Life 4

Time and Leave Benefits ELD Work Life 4

Time and Leave Benefits Pay and Contracts ELD 4

Time and Leave Pay and Contracts ELD HCM Support 4

Time and Leave Benefits ELD HCM Support 4

Time and Leave Benefits ELD HCM Support 4

Time and Leave Benefits ELD HCM Support 4

Time and Leave Benefits Pay and Contracts Work Life 4

Time and Leave Pay and Contracts HRGL Work Life 4

Time and Leave Pay and Contracts HCM Support HRGL 4

Time and Leave Pay and Contracts HCM Support HRGL 4

Time and Leave Benefits Pay and Contracts UIS Info 4

Time and Leave Benefits ELD 3

Time and Leave Benefits ELD 3

Time and Leave Pay and Contracts Work Life 3

Time and Leave UIS Info International Tax 3

Benefits ELD 2

Time and Leave UIS Info 2

ELD 1

Work Life 1

55 52 49 46 38 28 29 29 28 19

POLL

On the ES HCM 

Campus Call 

we have 

included 

additional 

topics beyond 

just HCM and 

payroll topics.  

Check the 

topics that are 

meaningful to 

you for us to 

continue to 

share. 



References
 https://www.cu.edu/hcm-community

 https://www.cu.edu/hcm-community/hcm-projects/get-involved

Calendars

 https://www.cu.edu/hcm-community/events/hcm-biweekly-call

 https://www.cu.edu/hcm-community/pay-employees/payroll-
production-calendars

Blogs

 https://www.cu.edu/uis/maintenance-matters

 https://www.cu.edu/blog/work-life

 https://www.cu.edu/blog/hcm-community/category/hcm-community-
news
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Thank you for joining us.

ES.Campus-Outreach@cu.edu

HCM_Community@cu.edu
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