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Overview

« Managing the Master File

 Human Resources to Human Capital Management
(HCM)

« Let's Get Started
— Position
— Funding Entry
— Personal Data
— Job Data
« Additional Compensation
« Templates
« Connecting the Data
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MANAGING THE MASTER FILE




What does HCM do?

* Master File for all CU payroll data
* Timely and accurate data

* Determine benefits

* Maintain leave accruals and usage
» Create paychecks

* Document payroll
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How does HCM data work?

» Data stored in tables with fields

» Organizational relationships

» Positions connect to employees/retirees
» Job records — Multiple Jobs

* One paycheck for all jobs

» Benefits distribute across all positions

» Payroll posts to FIN based upon funding
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Why is data integrity important?

» Paychecks are accurate

* Employee/Employer — Tax/Deductions

» Fed/State/Local Taxes and Agencies

* Internal reporting (budget, FTE, time, GL)

» External reporting (new hire and classified
reports to state agencies)

« PRESERVE historical data — do NOT alter
— AUDITS: Internal — External — DOL - IRS
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HUMAN RESOURCES TO HCM




Organizational Relationship

&

) &

Person of Interest

Stipend Recipient

Employee Relationship
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Components of a Hire

Best Practices: Hire, Rehire, and Position Management —
https://www.cu.edu/hcm-community/hcm-projects/training-webinars

Prepare ahead of time

Transaction

S ¢

Position

Employment or
stipend detall

1:1 position/
employee; setup

Transaction

New Hire
Rehire
Additional Job

Q’ra nsfer /

a )
Competencies, Non-person
qualifications; Profile
approvals
( \ . .
From where Blographlc data, Position/employee
contact info, etc.

pay is funded
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Data in HCM

Position Funding Personal Information Job Data
Position Number Position funded Name R Display Name
NEW effective date NEW effective date Display Name g Empl ID
l Empl ID 1
Effective Date v Effective Date
NEW incumbent Vacant Position SSN (Primary ID) Job Code
Add/Insert Address Reg/Temp
1 Past/Current/Future Phone (primary) Title
- Funding SpeedTypes Email (primary) Full/Part Time
Effective Dat y
?'\?elr\:u/:ona ° Percent of 100% Citizenship Department
Job Code l Balc:lé)groundI Ct)h:ck Rl_e(:)%ariisoq'o
-9 complete
Regr{:[ll'emp Standard Hours
ue Effective Dates FLSA Status
Full/Part Time Filled Position ‘ FTE
Department Add/Insert | Update Incumbent
Location Past/Current/Future
Reports To Funding SpeedTypes
Standard Hours Percent of 100% Empl Class
FLSA Status - Pav G
FTE oy oot
mpl lype
Lt e e Appointment end date
Compensation Rate Compensation Rate
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LET’S GET STARTED
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Login to HCM via the Portal

HCM WorkCenter

~ Screenshot

Pay Actions

-

HCM Favorites Transaction Launch Page CU Time Collection

Q

(o)
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Position, Funding, Person, Job
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CU HCM WorkCenter

HCM WorkCenter

University of Colorado
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CU HCM User WorkCenter 0 «

WorkCenter
HCM Navigation

Resources

0

ePAR

=] ePAR Actions

= oPAR Approval

=] ePAR Status

= Inquire ePAR Transactions

Personal Information

= Modify a Person

= Person Organizational Summary
= Maintain POI Relationship

=] Emergency Contact

Job Information
=] Job Data

Position Management

i) Position Information

= Position Summary

= Position History

= Budget Status

I=] Vacant Budgeted Positions

Profile Management
=] Person Profiles
=] Non-person Profiles

'= Training

Time Collection

=] CU Employee Reported Time
=] CU Reported Time Summary

=] CU Onetime Deductions Load
=] CU One Time Payments Load
=] CU One Time Tax Load

Employee Pay Data
i=] Create Additional Pay

Student Info & Processes
=] CU Student Information

=] CU Work Study Indicator
=] CU Student Info Process
=] CU Work Study Awards

=] CU Work Study Limits Load
=] CU Work Study Report

=] CU Work Study Jobs




Position
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Position

Description

Specific
Information

Budget and
Incumbents

CU Position
Data

University of Colorado
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Description ” Specific Information ” Budget and Incumbents || CU Position Data

Position Number 00508204

Headcount Status Open
Effective Date 03/01/2019

Reason DPC
Position Status Submitted

Current Head Count 0

Department Change
Status Date 10/07/2013

Find | viewAl  First @ 102 @) Last

out of 9
Status Active

Action Date 02/25/2019
| Key Position

Job Information

Business Unit USYS
Job Code G3A4XX
Reg/Temp Regular

Regular Shift Not Applicable

System Administration

Admin Assistant Il

Title Admin Assistant Ill

Full/Part Time Full-Time
Union Code

Short Title  AdmAsstill Detailed Position Description

Work Location

Reg Region USA

United States

Department 51000 Employee Services Company CU University of Colorado
Location 5UCA Office of the President
Reports To 00703909 Administrative Supervisor Dot-Line 00550801 ‘Working PERA Retiree
Supervisor Lvl Security Clearance
Salary Plan Information
Salary Admin Plan 950 Grade S11 Step
Standard Hours  40.00 Work Period W Weekly
Mon Tue Wed Thu Fri Sat Sun
8.00 8.00 8.00 8.00 8.00
P B ysa
Updated on 02/25/2019 7:24:56PM Updated By MCCO000605 Catherine McCoy




osition

. Description Specific Information Budget and Incumbenis CU Position Data
Add/Update Position Info g =F =

Paosition Information

Find an Existing Value Add a New Value Position Number 00000000

Headcount Status C

*Effective Date 02/26/2019 (A
Paosition Mumber|00000000
Reason MEW Q,

Mew Position
Position Status Proposed Stags Date 02/2
Add Job In

Look Up Reason
Description Specific Infarmation Budaget and Incumbents CUR

Help
Action POS fiew All First ‘4

Position Number 00001328 Reason Code| begins with v ||
Description| begins with

[ :’v

Look Up Clear Cancel Basic Lookup

Search Results |
Position Status Proposed 1 ron

View 100 First ‘&) 1o8ef2s W Last

Position Information

Job Information
Reason Code Description

*Business Unit[USYS  |q Syt A ACT Reactivate Position
2 APA Change Appointing Autharity
Job Code 2288 Q, Communication] chv System Data Conversion
COM System Study Conv-Classified
*Reg/Temp| Regular ] = St 2 & =
*Regular Shirl| Mot Applicable vl hange in YWorking

Department Change

T~ (Zranhic Nacinnar

University of Colorado
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Position

Description SpiRificiniormation BUdgetand Incumbents: CU-PositisnData-

Find | View All
Position Number 00506204
Headcount Status Open Current Head Count 0 out of 1
‘Effective Date 12/01/2015 |5 “Status | Active %
Reason CNV | Q System Data - Conversion Action Date 11/24/2015
Poslition Status Approved 10/07/2013 5 " Key Position

Job Information

System Adminisiration

Admin Assistant Il

B
B

Job Code G3A4XX Q
"Reg/Temp  Regular
*Reguiar Shift | Not Applicable

*Full/Part Time Full-Time

B

Union Code Q

Title Admin Assistant |1l Short Title AdmAsstlll

*Reg Reglon USA @ United States

Department 52000 @ Procurement Service Center

Location 5UCA

@ Office of the Prasident

Reports To 00703908 Q. Administrative Supervisor DotLine 00550801

Supervisor Lvl Q Security Clearance Q
Salary Pla
Salary Admin Plan 950 Q Grade S11  Q § Q
Standard Hours 40.00 Waork Period W Q Wesl
Mon Tue Wed Thu Fri $ Sun
8.00 8.00 8.00 8.00 8.00
UsA
FLSA Status  Nonexempt <] Bargaining Unit 8888 Q

Updated on 11/24/2015 11:20:06PM Updated By GURR000020 Srikanth Gurram

University of Colorado

edical Campus

Boulder | G

rings | Denver | Ansch

etailed Position Description

First %' 10of1 @ Last

[#= =

@ Assoc VP & Chief Proc Officer




P . t .
Description Specific Information Budget and Incumbents

Position Number 00508204

CU Position Data

Headcount Status Open

Specific Information
Effective Date 03/01/2019

Max Head Count
Mail Drop ID

Work Phone

[ <>

Health Certificate

Signature Authority

i Education and Government
Position Pool ID @

No Encumbrance

*Pre-Encumbrance Indicator

*Classified Indicator Classified Staff

5]Save ||[cP Return to Search =] Notify
Description | Specific Information | Budget and Incumbents | CU Position Data

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus

Current Head Count 0 out of 1
Find | View All First 10f2 ‘*' Last

Status Active

Incumbents

Update Incumbents

Include Salary Plan/Grade
Force Update for Title Changes

Confidential Position
Job Sharing Permitted
Available for Telework

[ <]

('_'{

Calc Group (Flex Service)
)

Academic Rank Q
FTE 1.000000 Adds to FTE Actual Count

i~7 Correct History

(ol

#] Include History

[} Add




Position

Description Specific Informatio Budget and Incumbents CU Position Data

Position Number 00508204

Headcount Status Open Current Head Count 0 out of 1

Current Budget

Earnings Deductions Tax Cdn Tax Total

0.000 0.000 0.000 0.000 0.00

Current Incumbents Personalize | Find | (Ed | l_‘;;1

Override
Full/Part Effective Date Action Action Reason Position Job Data
Data

Empl Empl
IDa Record

02/25/2019

[F]Save ||[ah Return to Search =] Notify L% Add «] Include History :*» Correct History

Description | Specific Information | Budget and Incumbents | CU Position Data

ﬂ University of Colorado
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Position

Description Specific Information Budget and Incumben CU Position Data
Scre
Position Number 00508204

Headcount Status Open Current Head Count 0 out of 1
Position Information Find | View All First ¢ 1of1 Last
Effective Date 12/01/2015 Status Active

Campus Box o5 UCA Q& HRGL Request #

No approvals required

'F)Save | [P Return to Search =] Notify [} Add & Include History "7 Correct History

Description | Specific Information | Budget and Incumbents | CU Position Data

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




osition

Position Status
* Proposed
e Submitted

Approved
Denied

*Classified Indicator|

1 to Search | Notil

ormation | Budget and I

v Classified Staff
Clinical Faculty
Direct Only
Fellowship
High School/Trade School/Oth
Medical Resident
None
Off Com WS
Officer/Exempt/Professional
Other Faculty
Other State Institutions
Regular Faculty
Research Faculty
Retirees
Student Faculty
tudent Hourly
tudent Work Study
Surviving Spouse
Temporary
Temporary

University of Colorado

Boulder o Springs | Denv

us

Look Up Reason
Help
Action POS
Reason Code begins with [
Description _begins with [

Look Up Clear Cancel | Basic Lookup

Search Results

View 100 First ‘4 1.260f26 '}’ Last
Reason Code Description
ACT Reactivate Position
APA Change Appointing Authority
CNV System Data Conversion
CON System Study Conv-Classified
DEM Demotion
Department Change
FLS Change FLSA Status
INA Inactivate Position
JcCC Job Code Change
JRC Job Re-Classification
LCC Location Change
LOC Location Change
NEW New Position
NRC New Position - CU Recruitment
OTH Other - Comment Required
PCT Change Percent Time/Std Hours
PRO Promotion
REC Recruitment
RPT New Supervisor/Manager
RTC Reports To Change
RTP Change Regular Temp Status
UFT Correct FTE -
VNR Vacant Position
VRC Vacant Position

Look Up Job Code

Helg
Set ID UCOLO
Job Code _begins with |
Description _begins with [
Look Up Clear Cancel Basic Lookup

Search Results

Only the first 300 results can be displayed.

View 100 First 'Y 130001300 '» Last

Job Code Description

1100 Distinguished Professor

1100CO Distinguished Prof-Course Ovid
1100SR Distinguished Prof-Summer Rsrc
1100ST Distinguished Prof-Summer Tch
1101 Professor

1101CO Professor-Course Overload
1101SR Professor-Summer Research
1101ST Professor-Summer Teaching
1102 Associate Professor

1102C0O Associate Prof-Course Overload
1102SR Associate Prof-Summer Rscrch
1102ST Associate Prof-Summer Teaching
1103 Asst Professor

1103CO Asst Professor-Course Overload
1103SR Asst Professor-Summer Research
1103ST Asst Professor-Summer Teaching
1104 Senior Instructor

1104CO Senior Instructor-Course Ovrid

Senior Instructor-Su

Instructor




Position

Description Specific Information Budget and Incumbents

Paosition Information

Position Number 00001328

Headcount Status Filled

CUR

Look Up Reason

Action
Reason Code| begins with

Description| begins with

Look Up Clear Cancel Basic Lookup

Search Results

w 100 First ‘&) 128 Last

Reason Code Description

Ei
Position Status Proposed
Job Information
*Business Unit |USYS Q Systermn Administ
JobCode 2288 |Q Communication

‘RegTemp [Reguar ]
*Regular Shift | Mot Applicable

LY

Title |Graphic Designer

Work Location
*Reg Region |USA United States
Department (51000 Employee Seri
Location 5UCA Office of the Pre}

Reports To 00669328

p 5 pp o

Supervisor Lvl

Salary Plan Information

Assistant Direch

Salary Admin Plan (228 Q Grade |AQS
Standard Hours 40.00 Work Period W
Mon Tue Wed Thu

8.00 8.00 8.00 8]

FEysa

Updated on 02/26/2019 1:39:10PM

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus

ACT Reactivate Position

APA Change Appointing Authority
CNY System Data Conversion
CON System Study Conv-Classified

LELS [lom
Change in Working Title
Department Change

FLS Change FLSA Status

INA Inactivate Position

JCC Job Code Change

JRC Job Re-Classification

LCC Location Change

LOC Location Change

MEW Mew Position

MRC MNew Position - CU Recruitment
OTH Other - Comment Required
PCT Change Percent Time/Std Hours
PRO Promotion

REC Recruitment

RPT Mew Supervisor/Manager

RIC Reports To Change

Change Regular Temp Status
Correct FTE -

Vacant Position

Vacant Position

ew All Fir

L

ion

| ]

Detailed Position Description

niversity of Colorado




Position

CU Funding Eamings Funding Enry Datuctons— —CU-FOnaing Ny | axes.

HRGL Request #: Funding Entry Status: Searchod/Draft Originator: McCay, Cathering Loulss mitiator: Budget Begin Date: 07/01/2018 Budge! End Date:  06/30/2019
a2
Completed Date/Time: Last Update Timestamp: Flscal Year: 2019 Department: 51000

Funding Entry

Position Number 00508204 Admin Assistant [l

Effective Date 03172019 |5

Effective Sequence g

Job Data Snapshot

| Nama EmpiID| Empl Red Job Eff Date| Job Eff Seq| Department | Position| Jab Coda| Jub Description HR Status| Job End Date| Action| ActnRsn|  Pay Frequency| Pay Group| FTE| STDHours| Annual Comp Rate|
1 L] 0 |
Department Budget and PET History Personalize | Find | View A | © | E5/ First ¥& 1-50f14 F Last
HRGL Raquest # Request Type|  Effective Dats|  Pay Period End Date|  Effective Sequenca Status| Last Update Timestamp Originator OperiD D-:cdpmm‘

1|View Details DET 07/01/2018 | 0 |

2|SCHR000001-20170705-259 PET)| 123172018 | a Campleted| 07/05/17 12:00AM SCHROD0001 Sohryver, Sharon Ann ‘

3|SCHR000001-20170705-259 PET 117302016 | 0| Completed|07/0547 12:00AM SCHRDOOO01 Sohryver, Sharon Ann

4| SCHR000001-20170705-259 PET| 1013172018 a Campleted| 07/05/17 12:00AM SCHROD0001 Sotryver, Sharon Ann

5/SCHR000001-20170705-259 PET 09302016 Q Completed| 07/05/17 12:00AM SCHRO00001 Sohryver, Sharon Ann
New Distribution Data Personalize | Find | View Al | £ | &5 First % 1of1 ¥ Last

ERNCD) SpaedType SpesdTypa Description|  Project End Dats Funding End Date Budget Amount D:::;::: Department|  Program Emﬁ} Project Account|  PC Businass Unit Activity Chartfield Descr
51090510 1 |ES PAYROLL COUNSELORS W) 100.000 |10 1 |aT318 1 |4addaa Chartfield Descr | +[| =

v Comments Personalize | Find | View All | 2| B First ™ 1.20f2 Last
Gomment DatsTime Greated |Added by User
Move position to 51000. ¥ |02125/19 7:22:26.000000PM | McCoy, Cathering Lovise =
v Attachments Personalize | Find | V| B8 First % 1011 & Last
Attached Fils [Description Add Attachment [attached BY [Last Update Date/Time |
1

Add Attachment £

Save / Submit

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




Position

Dascription SpacificinfonTation BUdgsand- Incumbants CU Position Data
Position Number 00508204 IMS

Headcount Status Open Current Head Count 0 out of 1
Paosition Information Find | View All First ‘& 10f2 F Last
Effective Date 03/01/2019 Status Active

Campus Box D05 UCA \ HRGL Request# MCCO000605-20190225-001

rilSave | |[a™ Return to Search = Notify +| Include History » Correct Hi

Description | Specific Information | Budget and Incumbents | CU Position Data

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




Position

—Description | —Spacificinfanmation—| —Budgetand. Incumbant CU Position Data

Position Number 00508204

Headcount Status Open Current Head Count 0 out of 1
Pasition Information Find | View Al First & 10f2 * Last
Effective Date 03/01/2019 Status  Active
Campus Box 005 UCA HRGL Request # MCCOOD0605-20190225-001

Position Approval 05 ® T woriarreo

® & P“.ll;)s:f/hc‘r;st( 90%
POSITION_NBR=00508204, DATE_OPTION=2019-03-01:Pending N

Name: Hooker, Tracy Konen

Campus = Systems (USYS) Description: Hooker, Tracy Konen
= Approver #2
Pendlng - o Name: Klymkow,Kymberty
Multiple Approvers » Description: Klymkow, Kymberly
@ Classified Stafl Approver #3

Name: Ashley Sonja Eschler

Description: Ashley Sonja Eschler

Approver #4

Name: Barmudez, Savannah Nicole
A ":"""Dncripllon: Bermudez, Savannah Nicole

Approver #5

Name: Alexander,James

Description: Alexander,James

Close

ﬂ University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




HCM Resources Tab €70
i

WorkCents Position Nbr (Optional) Q
HCM Querie _ ,
Business Unit (Optional) Q
Query Manager A
uery Manager Node (Optional) Q
« Job List 7
« Funding Distribution Dept ID (Optional) Q
« Payroll Register Acct Detail Job Code (Optional) Q
« Payroll Reqister Company (Op“Oﬂﬂ]) C)\
« Position Data Location (Optional) Q _
------ : Eff Status | Active ]
» Training Report Position Status (Optional) | B
« Dept Personnel & Org Roster A e o=
« Paycheck Distribution R (Optons) { o
« Leave Balances Reg/Temp (Optional) <)
« Personnel Actions History ‘
« Funding Suspense Current Row Reports To (Optional) Q
Q

« Position Fundigm Dotted-Line (Optional})
Top 15 Listed abofe. Click here for ALL Vacant ONLY [

.......... View Results

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




Position Data Query

Description
Company
Position Nbr
Headcount Status
Current Headcount
Max Headcount
Eff Date

Eff Status

Action Reason
Action Date
Position Status
Status Date
Business Unit
Job Code

Job Title
Reg/Temp
Full/Part Time

CU = Employees (CUR = Retirees)
NEW or existing

Date data is active
**Choose from List
Approved

Campus
**Choose from List

Use Temp if less than one year
Use Full Time if more than 20 hrs

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus

Business Title Use the directory description

Dept ID Row level access is determined
Dept Name

Location Physical work location

Reports To Supervisor; Approves leave
Dotted-Line Appointing Authority for Classified
Std Hrs/Wk >= 20 Benefits eligible (see matrix)
FLSA Status Non-Exempt = Overtime eligible

Specific Information
Update Incumbents  Must be checked to update JOB DATA
Classified Indicator Classified, University, Faculty, Student

FTE Auto adjusts to Std Hrs/Wk
Budget and Incumbents

View Incumbents Employee hired into this position
CU Position Data

Campus Box For Intercampus Mail

View Funding HRGL Request # reference




Position Data Checklist

Position Nor  NEW or Reportsfo
Eff Date Dotted-Line  _____ ___
Action Reason ** Std Hrs/Wk

Position Status

) , FLSA Status Exempt / Non-exempt

Business Unit UCB/UCD/AMC/UCCS/USYS
o x Update Incumbents

Job Code - _
Job Title Classified Indicator ok
Reg/Temp Reg / Temp FTE —
Full/Part Time  Full / Part Time View Incumbents (Job Data Link)
Business Title Campus Box I
DeptiD
Dept Name HRGL Request # reference - -
Location

**Choose from list

University of Colorado

ulder | Colorado Springs | Denver | Anschutz




Data in HCM

Position Funding Personal Information Job Data
Position Number Position funded Name R Display Name
NEW effective date NEW effective date Display Name g Empl ID
l Empl ID 1
Effective Date v Effective Date
NEW incumbent Vacant Position SSN (Primary ID) Job Code
Add/Insert Address Reg/Temp
1 Past/Current/Future Phone (primary) Title
- Funding SpeedTypes Email (primary) Full/Part Time
Effective Dat y
(E:eI;/:ona © Percent of 100% Citizenship Department
Job Code l Balclé)groundI Ct)h:ck RLe(:)c;ar’;iSo_T_o
-9 complete
Regr{:[ll'emp Standard Hours
ue Effective Dates FLSA Status
Full/Part Time Filled Position ‘ FTE
Department Add/Insert | Update Incumbent
Location Past/Current/Future
Reports To Funding SpeedTypes
Standard Hours Percent of 100% Empl Class
FLSA Status - Pav G
FTE oy oot
mpl lype
Lt e e Appointment end date
Compensation Rate Compensation Rate

L 7 University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




Position, Funding, Person, Job

Il University of Colorado
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Funding Entry

NavBar:

iy

CU Resources

CU PETs and Funding

CU PET Financial Aid Users

I —

LU CU Position Funding History Dl New PET Request

Pl
Recent Fisces CU Process Direct PET My HRGL Requests

CU Process PET Regular Users HRGL Requests for My Depts

HCM Favoritls

CU Funding Entry HRGL Request General Search

E CU PET Summary PET Pending Approvals

Navigator

ﬂ University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




Funding
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Funding Entry

CU Funding Eamings Funding Entry-Daductons— —CUFOnding ENry. 1axes

HRGL Requast #: Funding Entry Status: Searchod/Draft Originator: MoCay, Cathering Loulse Imitiator:

Budget Begin Date: 07/01/2018 Budge!l End Date:  08/30/2019

Completed Date/Time: Last Update Timestamp: Flscal Year: 2019 Department: 51000

Funding Entry
Position Number 00508204 Oy Admin Assistant [l

Effective Date 030172019 |5

Job Data Snapshot

| Nama Empl Red Job Eff Date| Job Eff Saq| Position| Jab Coda| Job Description HR Status | Job End Date| Action| ActnRsn|  Pay Frequency| Pay Group| | ST Hours| Annual Comp Rata|
1| ] 0 |

Department Budget and PET History

Porsonalize | Find | View Al | | B First & 150114 © Last

1|View Detais | osTjoroi208 | o \

2|SCHRO00001-20170705-259 PET| [128172018 0| Gampleted|07/05/17 12:00AM SCHRO000DT Solryver, Sharon Amn
3|SCHR000001-20170705-259 PET [11morz016 0| Comploted|07/05M7 12.00AM SCHROO0O01 Sobryver, Sharon Ann
4|SCHR000001-20170705-258 | PET| [1am1z010 o Campleted 0700517 12:00AM |scHrooo001 | Sctryver, Sharan Amn
5| SCHR000001-20170705-259 PET losrsoiza1s 0| Completed| 0710517 12:00AM |scHro00001 [Sohryver, Sharon Am

New Distribution Data

Personalize | Find | View All | &7 ] E First % 1of1 ¥ Last
P "
ERNCD) SpeedTypa Description|  Project End Date Funding End Date Budget Amount, Di'::;::n Fi Dopartment| Program Cade Project Account|  PC Businass Unit| Activity Chartfield Descr

| |
51090510 % |ES PAYROLL COUNSELORS

W 100.000 |10 51005 o |a7318 O Addddd

Chartfield Descr +|| =

+ Comments Personalize | Find | View Al | & | B Fist % 12012 & Last
Commant DateTime Created Added by User
Move position to 51000 @ 02725119 7:22:26000000PM | McCoy, Catherine Louise || || (=

¥ Attachments

Personalize | Find || B8 First & 1011 & Last
Attached File Daescription

Add Attachment [Attached By [Last Update DaterTime ]
Add Attachment I I + | I

Save / Submit

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




HCM Resources Tab
CU HCM User WorkCenter 0 «
WorkCente Resources

HCM Querie ~— Position Nbr (Optional) | Q
!;uent Manager Business Unit (Optional) QL
« Job List Node (Optional) Q
« Fundin Dls_trlbutron ' Dept ID (Optional) a
« Payroll Register Acct Detail
« Payroll Register Job Code (Optional) Q
o Time Entry Company (Optional) Q

« Position Data

« Personnel Roster
« Training Report SpeedType Status (Optional) E
« Dept Personnel & Org Roster
« Paycheck Distribution

« Leave Balances

« Leave Accruals Program Code (Optional)
« Personnel Actions History

SpeedType (Optional)

Fund Code (Optional)

Organization (Optional)

Project ID (Optional)

B Current Row N
- Project Status (Optional) B
==
joge. Click here for ALL Sub-Class (Optional)
Vacant ONLY

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




Position Funding Query

Position Business Busniess Dept ob . . Funding Date
Dept Hame T Job Title Company Begin Date  Entered

Hbr Title Unit D

Admin Procurement Admin
1 00508204 Assistant USYS 52000 Service G3A4CK Assistant CU O7/01/2018 06/08/2018
Il Center 1l

Fund Program Project Project | Funding Budget End Headcount Current Max
End
Date Status Headcount Headcount

SpeedType SpeedType % of S
Organization Code iD Status

Speediype Status Descr Distribution Code

00.000| 26 53012019 Ope
Projects 100.000 26 06/30/2019 Open

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




HCM Resources Tab

CU HCM User WorkCenter 0 «

WorkCentef] | Resources :
e 2y Dept D (Optional) Q
uery Manager SpeedType Org (Optional)

Posn Nbr (Optional)

SpeedType (Optional)

« Payroll Register SRRy Q

« Time Entry Include Future Job Data

« Position Data Speedtype Status (Optional) v
« Personnel Roster Project Status (Optional) [ v]
« Training Report View Results

« Dept Personnel & Org Roster

« Paycheck Distribution

« Leave Balances

« Leave Accruals

« Personnel Actions History

« Funding Suspense Current Row

« Position Fundigms
Top 15 Listed abofe. Click here for ALL

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




unding Distribution

Empl Empl [‘)J::)’I JobDept JobEF “°° pay  Job

1D Red Mame Date Status Code
1D Seq

AVCASA-
‘ 01/27/2019
Financial

Aid

Posn Posn Ent Fund

Dept Y Fund EFDt Eff
Dt

Seq

Distrb

SpeedType Nacs

FINANCIAL
AID ADMIN

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus

Job Title

Speedlype Speedlype

Status

Active

Fund Org Program

10

Reg/Temp e

60017 21705

Hrs/iWk Time

Project

Comp Comp
Rate Freq

Project Sub-
Status Class

Appoint
End Dt

Project
End Date

Position
Mbr

Funding
End Dt

Budget
End Dt




Funding Data Checklist

Stnd Hrs/Wk Use to calc % time
% Time

Comp Rate S

Comp Freq Pay Begin Date
Appoint End Dt Stops encumbrances
PositionNbr
Fund Eff Dt Y
Fund Eff Seq 0/1/2

Distrb %

7 University of
L\ 2 Boulder | Colorado Springs | Denver

Total = 100%

Colorado

SpeedType
SpeedType Descr
SpeedType Status
Fund

Org

Program OR
Project

Project Status
Sub-Class

Project End Date
Funding End Dt
Budget End Dt

_______
_______
_______




Data in HCM

Position Funding ersonal Information Job Data
Position Number Position funded Name R Display Name
NEW effective date NEW effective date Display Name g Empl ID
l Empl ID 1
Effective Date v Effective Date
NEW incumbent Vacant Position SSN (Primary ID) Job Code
Add/Insert Address Reg/Temp
1 Past/Current/Future Phone (primary) Title
- Funding SpeedTypes Email (primary) Full/Part Time
Effective Dat y
(E:eI;/:ona © Percent of 100% Citizenship Department
Job Code l Balclé)groundI Ct)h:ck RLe(:)c;ar’;iSo_T_o
-9 complete
Regr{:[ll'emp Standard Hours
ue Effective Dates FLSA Status
Full/Part Time Filled Position ‘ FTE
Department Add/Insert | Update Incumbent
Location Past/Current/Future
Reports To Funding SpeedTypes
Standard Hours Percent of 100% Empl Class
FLSA Status - Pav G
FTE oy oot
mpl lype
Lt e e Appointment end date
Compensation Rate Compensation Rate

L 7 University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus



Position, Funding, Person, Job

Il University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical




CU HCM WorkCenter

HCM WorkCenter

CU HCM User WorkCenter 0 «

WorkCenter
HCM Navigation

Resources

Q

ePAR
i=] ePAR Actions
= ePAR Approval

5 A A

Personal Information
=] Modify a Person

= person Organizational Summary
=] Maintain POI Relationship

=] Emergency Contact

Job Information

= Contract Pay

Position Management

i=] Position Information

=] Position Summary

i=] Position History

= Budget Status

=] Vacant Budgeted Positions

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus

Profile Management
=] Person Profiles
=] Non-person Profiles

'= Training

Time Collection

=] CU Employee Reported Time
=] CU Reported Time Summary

=] CU Onetime Deductions Load
=] CU One Time Payments Load
=] CU One Time Tax Load

Employee Pay Data
i=] Create Additional Pay

Student Info & Processes
=] CU Student Information

=] CU Work Study Indicator
=] CU Student Info Process
=] CU Work Study Awards

=] CU Work Study Limits Load
=] CU Work Study Report

=] CU Work Study Jobs




Personal Information

\ 7 University of Colorado
_ Boulder | Colorado Springs | Denver | Anschutz Medical Campus



Personal Information

Biographical Details
Contact Information
Regional

CU Personal Data
CU Personal Data I9

Organizational
Relationship

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus

Blographical Detalls | Contact Information

Name

*Effective Date 09/24/2018
*Format Type English

Display Name

Biographic Information
Date of Birth
Birth Country USA
Birth State
Birth Location
Biographical History
*Effective Date 09/24/2018
*Gender Unknown
*Highest Education Level
*Marital Status Unknown
Language Code

Alternate ID

Regional

31)

¥

%]

A-Not Indicated

B

Full-Time Student

National ID

*Country *National ID Type

USA Q_ Social Security Number

Personalize | Find | View Al | & | [ First

s

CU Personal Data

Years 0

United States

o] o

National ID

CU Personal Data 19 Organizational

Person ID NEW

Find | View All First 10f 1 Last
#][=]
Add Name
Months 0

Walve Data Protection

Find | View All First 10f1 Last
[+ [=]
As of 31
e 10f1 Last
Primary ID
[+ [=]




Personal Information

Personal Information

Find an Existing Value || Add a New Value

Empl ID NEW

7 University of Colorado
| Boulder | Colorado Springs | Denver | Anschutz Medical Campus

Springs | |




Personal Information

Regional CU Personal Data CU Personal Data 19 Organizational Relationships
Person ID NEW
Name Find | View All First 1of1 Last
*Effective Date 2/1//2019 " *f|=
*Format Type English B
Display Name Add Neme
Biographic Information
Date of Birth Ll Years 0 Months 0
Birth Country USA Q@ United States
Birth State Q
Birth Location Waive Data Protection
Biographical History Find | View All First 1of1 Last
*Effective Date 02/25/2019 5 =l =)
*Gender Unknown B
*Highest Education Level A-Not Indicated E
*Marital Status Unknown o As of ¥
Language Code B
Alternate ID
Full-Time Student
National ID Personalize | Find | View All | £ | &= First 10f1 Last
*Country *National ID Type National ID Primary ID
USA Q. Social Security Number E x| |=

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




ersonal Information

Blographical Detalls Contact Information Regional CU Personal Data CU Personal Data 19 Organizational F

Pat Administrator SRERN 8. R
Name Find | View All First 1of 1 Last
*Effective Date 02/25/2019 " *]|=

*Format Type English B

Edit Name

Display Name Pat Administrator

Name
English Name Format

Name Prefix
*First Name Pat
Middle Name
*Last Name Administrator
Name Suffix B
Display Name Pat Administrator

Formal Name Pat Administrator

Name Administrator,Pat

Refresh Name

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




I I f t .
Blographical Detalls (pntact Information Regional CU Personal Data CU Personal Data 19 Organizational Relationships

Pat Administrator PRI ToE
Name Find | View Al First 10f1 Last
*Effective Date 02/25/2019 ==
*Format Type English
Display Name Pat Administrator Edit Name

Biographic

El Years 0 Months 0
: ountry USA (

Birth State

4. United States

Birth Location Waive Data Protection

Biographical History

Find | View All First 10f1 Last
+l =
*Gender Unknown i
*Highest Education Level A-Not Indicated
*Marital Status Unknown 3
Language Code E
Alternate ID
Full-Time Student
National ID Personalize | Find | View All | F«..{Il L:u st 10f1 Last
*Country “National ID Type National ID Primary ID
USA Q_  Social Security Number a & | |=

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




Personal Info Data Setup

CU Personal Data CU Personal Data 19

Biographical Detail Contact Information

Pat Administrator

Empl ID NEW

Current Addresses Personalize | Find | View All | &Y | e First 10f1 Last

Address Type As OfDate Status Address

Home 02/25/2019 Add Address Detail - E
Phone Information Personalize | Find | View All | & ik irst 0 Last

*Phone Type Telephone Extension Preferred

©
+

Email Addresses Personalize | Find | View All | 2| [ First 10f1 Last

*Emall Type *Email Address Preferred

” 5

Address History

Address Type Home
Address History Find

*Effective Date Address
Y

Add Address

First &0 10f1 @) Last

F[E=

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus

Organizational Relationships

[

Phone Type Teleph

v

Business

Campus 2

Cellular

Cellular 2
Dormitory
Emergency Contact

cy Contact Landline-1

*Email Type

Business

CU Boulder

CU Colorado Springs

CU Denver ¥
CU System

Campus

Dormitory

Home

Official

Other




Personal Information

Blographical Details Contact Informati Reglonal Personal Data CU Personal Data 19 Organizational Relationships

Pat Administrator Person ID NEW

Ethnic Group Find | View All First 10f1 Last

hd States +]|=

History Find | View All First 1of1 Last
Effective Date " Date Entitled to Medicare M =
Citizenship (Proof 1) Citizenship (Proof 2)

Eligible to Work in U.S.

Military Status[ % E
Active Duty/Campaign Badge Vet |
Discharge Date Act

Veteran

Military Status

s Service

Inactive Reserv

Armed Forc e Medal Vet

Military Discharge Date Edit Discharge Date No Military Se

Smoker History Personalize | Find | View All | £ | & First 10f1 Last jicated

"Smoker *As of 1tly Separated Veteran
Military

d & Active Duty Vet

d & Service Medal Vet
d/Srvc Medal/Active

Medal & Active Duty

Veteran (VA Ineligible
Veteran of the Vietnam Era

Vietnam & Activ

Duty Vet

nfarmatinn | R T o e vzt

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




Biographical Details Contact Information Regional CU Personal Data U Personal Data 19 Organizational Relationships

Person ID NEW

Find | View All First 1of1 ' Last
+ —
Effective Date 02/25/2019 [
Privacy Flag
PERA 140 Days PERA 140 Begin Date 3
EVerify Pass EVerify completion Date 1
Background Checks Find First ¢ 1of1 Last
+ -
Background Check Passed Date Expiration Date
"
Criminal Background Check
EPLS/Excluded Parties List Sys
Financial Background Check
Motor Yehicle Background Check
Other Background Check
=] Sex Offender Background Check + Add 7| Update/Display «| finclude History » Correct History

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




Personal Information

Biographical Detalls Contact Information Regional CU Personal Data CU Personal Data I9 Organizational Relationships

Person ID NEW

Find | View All First * 10f1 Last

Effective Date  02/25/2019 U.S. Citizen or Legal Permanent Resident

-9 Completion Date W |9 Expiration Date

1-9 Verifier Emplid Q

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




Personal Information

« Contact Information Regional CU Personal Data CU Personal Data Organizational Relationships

Person ID NEW

Choose Org Relationship to Add

Field Not Available

Person of Interest

Select Checklist Code ield Not Available (2)

= Notify =+ Refresh |+ Add 2| Update/Display _=]| Include History _# Caorrect History

Biographical Details | Contact Information | Regional | CU Personal Data | CU Personal Data 19 | Organizational Relationships

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




HCM Resources Tab

CU HCM User WorkCenter 0 «

e Resourc es »

d .

Query Manager

Emergency Emergency contact name, telephone number, and relationship for active employees by 251 CUES HCM EMERGENCY CONTACTS
Contacts department E - =

Employee This query returns the name, title and birthday (month and day) for active employees by 2420 CUES HCM EE BIRTHDAYS

L Birthdays department

8 i;n;!::see Home Produces a listing of employee home addresses by department. 1352 CUES_HCM_HOME_ADDRESS

Top 15 Listed abovq Click here for ALL

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




Personal Information

Effective Date

EmplID

First Name

Last Name

Date of Birth
Gender

Highest Education
Marital Status

Alternate ID

Full Time Student
Social Security
Number

Must be earlier than
hire/I-9/Background
Avoid duplicate IDs!
Required field
Required field
Impacts benefits
Impacts benefits

Impacts benefits
May enter Student ID for
reference

Must enter USA Social
Security Number for pay

University of Colorado

ulder | Colorado Springs | Denver | Anschutz

Home Address

Mailing Address

Phone - Cell

Phone - Campus

Email - Home

Email - Official

Ethnic Group

Military Status

Everify Pass

Everify completion Date

Background Check

Passed Date

US Citizen or Legal
Resident

I-9 Completion Date

Determines state tax
Required for DUO

Official correspondence

Enter date after
effective date

From HireRite




Personal Information Checklist m

Home Address
Mailing Address

Effective Date Phone - Cell ) )

Emplio - - TTT —== ——==
. A Phone - Campus
First Name )
Email - Home

Last Name ) ..

. Email - Official
Date of Birth - - Ethnic Grou
Gender Male / Female P

. : Military Status
Highest Education itary a

. Everify Pass From HireRite

Marital Status . : .
Everify completion Date From HireRite

Alternate ID o
: Background Check From HireRite

Full Time Student o
Social Security Number Passed Date From HireRite
e US Citizen or Legal Perm Res From HireRite
[-9 Completion Date From HireRite

University of Colorado

ulder | Colorado Springs | Denver | Anschutz




Data in HCM

Position Funding Personal Information Job Data
Position Number | Position funded Name Display Name
NEW effective date NEW effective date Display Name Empl ID
l Empl ID 1
Effective Date v Effective Date
NEW incumbent Vacant Position SSN (Primary ID) Job Code
Add/Insert Address Reg/Temp
1 Past/Current/Future Phone (primary) Title
- Funding SpeedTypes Email (primary) Full/Part Time
Effective Dat y
(E:eI;/:ona © Percent of 100% Citizenship Department
Job Code l Balclé)groundI Ct)h:ck RLe(:)c;ar’;iSo_T_o
-9 complete
Regr{:[ll'emp Standard Hours
ue Effective Dates FLSA Status
Full/Part Time Filled Position FTE
Department Add/Insert Update Incumbent
Location Past/Current/Future
Reports To Funding SpeedTypes
Standard Hours Percent of 100% Empl Class
FLSA Status Y Pav G
ETE ay Group
Empl Type

Update Incumbent

Compensation Rate

Appointment end date

Compensation Rate

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




Position, Funding, Person, Job

Il University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical




CU HCM WorkCenter

HCM WorkCenter

CU HCM User WorkCenter 0 «

WorkCenter
HCM Navigation

Resources

0

ePAR
i=] aPAR Actions

= oPAR Approval
=] ePAR Status
= Inquire ePAR Transactions

Personal Information
= Modify a Person
= Person Organizational Summary

Job Information
=] Job Data
= Contract Pay

Position Management
=] Position Information

=| Position History
= Budget Status
I=] Vacant Budgeted Positions

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus

Profile Management
=] Person Profiles
=] Non-person Profiles

'= Training

Time Collection

=] CU Employee Reported Time
=] CU Reported Time Summary

=] CU Onetime Deductions Load
=] CU One Time Payments Load
=] CU One Time Tax Load

Employee Pay Data
i=] Create Additional Pay

Student Info & Processes
=] CU Student Information

=] CU Work Study Indicator
=] CU Student Info Process
=] CU Work Study Awards

=] CU Work Study Limits Load
=] CU Work Study Report

=] CU Work Study Jobs




Job Data

University of Colorado

h Il ) Boulder | Colorado Springs | Denver | Anschutz Medical




Job Data

Work Location
Job Information
Payroll

Salary Plan
Compensation

Employment
Data

University of Colorado

Boulder | C

o Springs | Denver | Anschutz Medical Campus

Work Location Job Information Payroll

Salary Plan

Employee
Work Location

*Effective Date 09/01/2017 31)
Effective Sequence 1

HR Status Active

Payroll Status Active

Position Number 00631140 Q

Compensation

Empl Record 0

*Actlon Position Change
Reason Job Code Change
*Job Indicator Primary Job

Professor

Override Position Data

Position Entry Date 07/01/2017

v Poslition Management Record

Regulatory Reglon USA
Company CU
Business Unit UCD
Department 30075
Department Entry Date 07/01/2017

Location 3NC
Establishment ID CU Q

Last Start Date 07/08/2010

Expected Job C i1
Employment Data

Job Data

United States
University of Colorado
Denver Campus

ENGR-Mechanical

North Classroom

University of Colorado

Eamings Distribution

Find First

History

Date Created 09/07/2017

Benefits Program Participation

5of15
Go To Row

Copm




Job Data

Work Location ob Information Payroll Salary Plan Compensation

Employee Empl Record 0

Work Locatio

Find First * 50f15 ' Last
*Effective Date 09/01/2017

Effective Sequence 1 *Action Position Change

Reason Job Code Change

HR Status Active

Payroll Status Active
History a

Position Number 00631140 Q Professd

Override Position Data

Position Entry Date 07/01/2017
+ Poslition Management Record

PN T TP T TEN T SRR IRt ac

Company CU University of Colorado
Business Unit UCD Denver Campus
Department 30075 ENGR-Mechanical
Department Entry Date 07/01/2017
Location 3NC North Classroom

University of Colorado

Date Created 09/07/2017

Last Start Date 07/08/2010
Expected Job End Date 5

Job Data Employment Data Eamings Distribution Benefits Program Participation

University of Colorado

Boulder | C o Springs | Denver | Anschutz Medical Campus




Work Locatio Job Information ayroll Salary Plan || Compensation

Marc Ingbe¥ I, T |
Employee Empl Record 0
Job Information (2 Find First ‘' 50f15
Effective Date 09/01/2017 S AL
Effective Sequence 1 Actlon Position Change
HR Status Active Reason Job Code Change
Payroll Status Active Job Indicator Primary Job
History U
Job Code 1101 Professor
Entry Date 07/01/2017
Supervisor Level
Reports To 00355003 Chair 118050 Samuel Welch
Regular/Temporary Regular Full/Part Full-Time
Empl Class | 1 Unv Fac/Staff - All Bene [ *Officer Code _Officer B
Regular Shift Not Applicable Shift Rate
Classifled Ind Regular Faculty Shift Factor
Stagard Hours
Standard Hours 40.00 Work Period W
FTE 1.000000 v As of Date
v Adds to FTE Actual Count? Encumbrance Override
Combined Standard Hours 60.00 FTE 1.500000
Contract Number 7
Contract Number Q Next Contract Number
Contract Type
Work Day Hours
a
Job Data Employment Data Eamings Distribution Benefits Program Participation

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus

b

Last




Job Data

Work Location Job Informatio Compensation
Employee Empl Record 0
Payroll Information ‘2 Find First ‘' 50f15 ‘! Last
Effective Date 09/01/2017 o Jofow
Effective Sequence 1 Actlon Position Change
HR Status Active Reason Job Code Change
Payroll Status Active Job Indicator Primary Job
History [—]
Payroll System Payroll for North America
Payroll for North America (2
Pay Group MON Q_ Faculty - Contracts
Employee Type S Q salaried Holiday Schedule NONE Q_ No Hol Sch
Tax Location Code DENVER Q. DENVER HEAD TAX
Py Type FICA Status Subject &
Combination Code Edit ChartFields
Job Data Employment Data Earnings Distribution Benefits Program Participation

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




Job Data

Work Location Job Information Payr@l Salary Plan ompensation

Mava lnmbhas Emanl I 299281
cmployee EMpI Kecora u
Salary Plan (2 Find First ' 50f15 ‘' Last
Effective Date 09/01/2017 =2 S
Effective Sequence 1 Actlon Position Change
HR Status Active Reason Job Code Change
Payroll Status Active Job Indicator Primary Job
History
Salary Admin Plan|110 Q v Regular Faculty
Grade 110 Q ¢ Regular Faculty Grade Entry Date 07/01/2017 |31
Step Q Step Entry Date 31
_Includes Wage Progression Rule
Job Data Employment Data Eamings Distribution Benefits Program Participation

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




Job Data

Work Location Job Information Payroll Salary P@n

Employee
Compensation '?
Effective Date 01/05/2018
Effective Sequence 0

HR Status Active

Payroll Status Active

Compensation Rate 7,027.78000053)

Pay Rates (7

Annual 84,333.480000
MON Sal 7,027.790000

Pay Components (?

Amounts Controls Changes Conversion | |[F=5¥

*Rate Code Comp Rate

1 BASEM 7,027.790000|75 |USD

aiculate C-ompensation

Job Data Employment Data

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus

Compensation

Empl Record 0

Eamings Distribution

Find First 30f 15
Go To Row

Action Transfer
Reason To Another Department

Job Indicator Primary Job

*Frequency M|/Q, MoN sal

324.359538 USD
81.089885 USD

Personalize | Find | 2| 8 First 4 10f1

Frequencya rcent

" Last

Last

Q M (= |[=]

Benefits Program Participation




Employment Information @@ Employment Dates

Employee Empl Record 0

Organizational Instance

Organizational Instance Red 0 Original Start Date 07/08/2010 _| Override
Last Start Date 03/01/2018 First Start Date 07/08/2010
Termination Date Years Months Days
Org Instance Service Date 07/08/2010 Override v 8 7 17

Organizational Assignment Data 7

Instance Record

Last Assignment Start Date 03/01/2018 First Assignment Start 07/08/2010
Assignment End Date
Home/Host Classification Home Years Months Days
Company Senlority Date 5 Override © 0 0 0
Benefits Service Date 07/08/2010 Override o 8 7 17
Senilority Pay Calc Date 07/08/2010 Override ] 8 T 17
Probation Date 3)
Professional Experience Date 3 Last Verification Date 3i)
Business Title Faculty Retiree (ORP) Position Phone

Appointment End Date 5 Contract Length Not Applicable

elfenure Services FTE for Tenure Accrual L)
Service Calculation Group Q FTE for Flex Service Accrual "
Job Data Employment Data Earnings Distribution Benefits Program Participation

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




Employment Data

Classified Staff Senlority Date D7/27/1988 3

Classified Staff Save Pay End Date (3]

Classified Staff Certification Date 05/15/2013 |[3i

Classified Length of Service:

Update LOS

Active Classified Job Y/N: N LOS # of Months: 336

Last Updated: 07/22/2016 12:07:43AM by CUPAYS560

Job Data Employment Data Eamings Distribution Benefits Program Participation

ﬂ University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




HCM Resources Tab

WorkCente

HCM Querie Business Unit (Optional) Q

Query Manager Node (Optional) Q

« Job List :
« Funding Distribution PRSI0 Q
o Cayton reqisier Afict Detail Job Code (Optional) Q
« Payroll Register Include Future Job Data |~
. Position Data Min Job Code (Optional)
« Personnel Roster Max Job Code (Optional)
« ITraining Report View Results

« Dept Personnel & Org Roster

« Paycheck Distribution

« Leave Balances

« Leave Accruals

« Personnel Actions History

« Funding Suspense Current Row

« Position Fundigms
Top 15 Listed abofe. Click here for ALL

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




Job Data Checklist

Description Full/Part Time Position

Eff Date Position or Job Data Business Title Position
Action Reason Position or Job Data Std Hrs/Wk Position
Position Nbr Position FTE Position
Company Position AN = Rasitign
Business Unit Position Payroll

Dept ID Position Pay Group Position - Job Code
Dept Name Position Employee Type Job Data
Location Position Tax Location Code Position - Dept
Job Information Compensation

Job Code Position Comp Rate Job Data

Job Title Position Frequency Job Data
Reports To Position Rate Code Job Data
Reg/Temp Position Employment Data

Empl Class Job Data Appointment end

Classified Indicator Position date

University of Colorado

ulder | Colorado Springs | Denver | Anschutz




Job Data - Compensation

Regular
Earnings Earnings Eligible for
Description Frequency Program Codes Leave¥

Faculty Recreation Instructors (BW) Biweekly FAC RGS
Student Faculty (BW) Biweekly GSL
Stipends (BW) Biweekly SSL STP
Biweekly

Monthly
Classified OT Eligible (MON) Monthly
12 Month Faculty (MON) Monthly
Other Faculty (MON) Maonthly
Faculty - Contracts (MON) Monthly
Residents (MON) Monthly
PreDoc & Stipends (MON) Monthly
Student Faculty (MON) Maonthly
University Staff OT Eligible (MON) Monthly
University Staff Exempt - N/L (MON) Monthly
University Staff Exempt (MON) Monthly

<|Z2|=|Z2|Z|Z2 |2 |2 |=<|=<|=<PE|=Z|=2|=|=

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




Job Data - Compensation

;ﬁ Em'r_w_ yee CoFTee:::zion Code Descriotion Ra'.clewf_zde
H H BASEH Base Hourly Hrly Rate
BW BASEW Base Biweekly Salariec at Amt
H H BASTH2 Base Temporary Hour Rate 2 Hrly Rate **UCB
H H BASTH3 Base Temporary Hour Rate 3 Hrly Rate **UCB
H H BASTH4 Base Temporary Hour Rate 4  Hrly Rate **UCB

Base Temporary Hourly Rate

H BASEH Base Hourly
D BASED Base Daily

Hrly Rate
Flat Amt

BASEM Base Monthly Flat Amt

S M

S M BASSUP  Base Supplemental Flat Amt

S M BASADM  Base Administrative Flat Amt

S M BASTPD  Base Temporary Pay Different  Flat Amt OT ELIGIBLE

M BASTP3 Base Temporary Pay Amount 3 Flat Amt **UCB
M BASTP4 Base Temporary Pay Amount 4 Flat Amt **UCB

£ University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




Job Data Checklist

Description

Eff Date

Action Reason
Position Nbr
Company
Business Unit
Dept ID

Dept Name
Location

Job Information
Job Code

Job Title
Reports To
Reg/Temp

Empl Class
Classified Indicator

A ____
A ____

Position
Position
Position
Position
Position
Position

Position
Position
Position
Position
Job Data
Position

University of Colorado

ulder | Colorado Springs | Denver | Anschutz

Full/Part Time
Business Title

Std Hrs/Wk

FTE

FLSA Status
Payroll

Pay Group
Employee Type
Tax Location Code
Compensation
Comp Rate
Frequency

Rate Code
Employment Data
Appointment end
date

Position
Position
Position
Position
Position

COT /USX /F12 / STU
H/S
Denver / Aurora

$
H/D/BWS/M
BASEH / BASEM

A ____




Data in HCM

Position Funding Personal Informatio Job Data
Position Number Position funded Name Display Name
NEW effective date NEW effective date Display Name Empl ID
l Empl ID 1
Effective Date v Effective Date
NEW incumbent Vacant Position SSN (Primary ID) Job Code
Add/Insert Address Reg/Temp
1 Past/Current/Future Phone (primary) Title
- Funding SpeedTypes Email (primary) Full/Part Time
Effective Dat y
(-:I:elr\:l/:ona ° Percent of 100% Citizenship Department
Job Code l Balclé)groundI Ct)h:ck RLe(:)C(:)artiso'T'o
-9 complete
Regr{:[ll'emp Standard Hours
ue Effective Dates FLSA Status
Full/Part Time Filled Position FTE
Department Add/Insert Update Incumbent
Location Past/Current/Future
Reports To Funding SpeedTypes
Standard Hours Percent of 100% Empl Class
FLSA Status Y Pav G
ETE ay Group
Empl Type

Update Incumbent

Compensation Rate

Appointment end date

Compensation Rate




ADDITIONAL COMPENSATION




CU HCM WorkCenter

HCM WorkCenter

£ University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus

CU HCM User WorkCenter

WorkCenter Resources
HCM Navigation

0

ePAR

=] ePAR Actions

= ePAR Approval

=] ePAR Status

= Inquire ePAR Transactions

1 Personal Information
= Modify a Person
= Person Organizational Summary
= Maintain POI Relationship
=] Emergency Contact

Job Information
=] Job Data
= Contract Pay

Position Management
=] Position Information
= Position Summary

i) Position History

= Budget Status

I=] Vacant Budgeted Positions

Profile Management
=] Person Profiles
=] Non-person Profiles

Time Collection
=] CU Employee Reported Time
=] CU Reported Time Summary
=] CU Onetime Deductions Load
=] CU One Time Payments Load
=] CU One Time Tax Load

Employee Pay Data
i=] Create Additional Pay

=] CU Student Information
=] CU Work Study Indicator
=] CU Student Info Process
=] CU Work Study Awards

. = CU Work Study Limits Load
=] CU Work Study Report
=] CU Work Study Jobs




Create Additional Pay Data Setup

ePAR Additional Pay —
Recurring
(Add, Change, End)

EMPLID
EARN CODE
EFFECTIVE DATE
END DATE (OPT)
EARNINGS

GOAL AMOUNT (OPT)
DEFAULT JOB DATA

Create Additional Pay

Kristen Valente Employee

Additional Pa;
*Earnings Code | Q

Effective Dal§

Effective Date 02/26/2019 B

Payment De
*Addl Seq Nbr

Goal Amount

OK to Pay

Applies To Pay Periods
First Second Third
Job Information
Employee Type Hourly
Compensation Rate $9.500000
Default Job Data

Position 00631934

Empl ID 270413 Empl Record 1

Find | View All First 10f1 Last
il [=
Find | View All First 10of1 Last
B =
Last
End Date 3 | |=
B

Hourly Rate

Goal Balance

Disable Direct Deposit
Prorate Additional Pay

Fourth Fifth

Standard Hours 1.00
Frequency Hourly

Business Unit UCB
Department 10443 Rec Ctr-Special Ops

sst |
ICombination Code

Shift Not Applicable

Boulder Campus

SPEEDTYPE (OPT)

ty of Colorado

gs | Denver | Anschutz Medical Campus




CU Time

Employee Reported Time Details
Regular Earnings | [=5)

Batch

Off
e Run ID

Cycle ? Position Number Business Unit JollCode Entry Type

SpaedType cpock

1 Q4MVP1 52600067 OneTime Payment

iNavigate Back to Summary Page

nl Save 2" Return to Search 1| Previous in List 4| Nextin List | Notify
armnings Additional

Code Pay Shift

MVP

Employee Reported Time Details
Regular Earnings | [F=»)

Batch

Position Business Job Code
Run ID

e L Number Unit Speediype o ook Ealy Type

off
Cycle 7

1 Manual Time Sheet

iNavigate Back to Summary Page:

1 Save 3P Return to Search *_| Previous in List 4 | Nextin List | Notify

Employee Reported Time Details

Regular Earnings | |

Seq Nbr g;’ch 2 RH“:‘T; Position Number Business Unit Job Code SpeedType Check i‘: Entry Type
2 My Leave

8 My Leave

20 My Leave

24 My Leave

Navigate Back to Summary Page:

) Save ah Return to Search t_| Previous in List d | Nextin List = Notify

University of Colorado

edical Campus

Boulder | Colorado Springs | Denver | Anschu

Status

Sent to Payrol

Tax Periods

Status

Sent to Payroll

Status

jent to Payroll
jent to Payroll
jent to Payroll

jent to Payroll

Approver Name

Brown Lauren
Shelley

Deductions

Tax Method Taken

Approver Name

Sawusch,Gabrielle
Mallory

Approver Name

Approval Date Date Time Modified Date Time Created

01/18/2019 01/14/2019

Qs 06:10:04 PM 04:36:52 PM

Deduction
Subset ID

General Ded
Subset ID

Approval Date Date Time Modified Date Time Created)

12/10/2015

121072015 01:31:23 PM

Approval Date Date Time Modified Date Time Created

12/10/2015 051;6350&1'
12/10/2015 0‘:1571252?\:
12/10/2015 0;257163;(:
12/10/2015 0;257163(;'0;

12/10/2019
01:15:51 PM

Eamir
Cc

Earnings
Code

REG

Reported

Reported Hours

5.00

13.50

2.09

0.25

Hours

16.25



Benefits Matrix

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

Job Classification

Job Code Job Title Title Definition
Tax Deferred
Flexible Tuition
Medical/D I/L i i
edlca'/ 1enta / Disability? Spending Assistance Annu.|ty (Ootege Retirement Plans
ife Account? Benefit? Savings Plans -
403B, 457, 401K)
Student
Short-Term Long-Term Employment
M/D/L 2 &
/o/ Disability (STD) | Disability (LTD) FSA TAB TDA 401a" PERA Retirement
Plan (SERP)
fedealiand e Wage Protection Leave Plans FMLA
(FICA)
Famil
. Medical
Sou.al Medicare . 12 Month L2 quth 9 Month 2 Mon.th Leave Act
Security - Tax® Unemployment |Workers Compensation Sick Leave Vacation Sick Leave Vacaction —If EMLA
OASDI3 Leave Leave i—.
requiremen
ts are met)
Default Job Code Values
Stnd Job FLSA
Comp Fre i Reg/Tem Pay Grou Empl Class
Hrs/Wk PFreq Family IS Status Y P P

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




TEMPLATES

University of Colorado

ulder | Colorado Springs | Denver | Anschutz




Template Data — Where does it go?

Personal Data Pos and Job Infor

Employee Information

*Position Number

Work Location - Job Fields

Regulatory Region USA
Department

Location Code

Business Unit
Job Information - Job Code

Job Code

Job Information - Reporting Information

Reports To Position
Number

Job Information - Status

Regular/Temporary

Job Information - Employee Classification

Position Title

Company

Department Description

Location Code
Description

Job Code Description

Appointing Authority

Full/Part Time

cu

Employee Information

*Position Number 00001234

Work Location - Job Fields

Regulatory Region USA

Department

Location Code 1RGNT

Business Unit UCB

Job Information - Job Code

Job Code 2

Job Information - Reporting Information

Reports To Position 00001201
Number

Job Information - Status

Regular/Temporary  Regular

Job Information - Employee Classification

Position Title

Program Mgr

Company CU

Department Description L

Location Code
Description

Job Code Description

Appointing Authority

Full/Part Time

Employee Classification Officer Code None Employee Classification 1 Unv Fac/Staff - All Benefits ~ Officer Code
Job Information - Standard Hours Job Information - Standard Hours
Standard Hours FTE Standard Hours

Job Information - United States

FLSA Status

University of Colorado

Job Information - United States

FLSA Status Exempt

Job - Payroll Information

*Pay Group USX

Tax Location Code NO LOCAL

*Employee Type

Full-Time

olorado Springs | Denver | Anschutz Medical Campus




Position Data Checklist

Position Nor  NEW or Reportsfo
Eff Date Dotted-Line  _____ ___
Action Reason ** Std Hrs/Wk

Position Status

) , FLSA Status Exempt / Non-exempt

Business Unit UCB/UCD/AMC/UCCS/USYS
o x Update Incumbents

Job Code - _
Job Title Classified Indicator ok
Reg/Temp Reg / Temp FTE —
Full/Part Time  Full / Part Time View Incumbents (Job Data Link)
Business Title Campus Box I
DeptiD
Dept Name HRGL Request # reference - -
Location

**Choose from list

University of Colorado

ulder | Colorado Springs | Denver | Anschutz




Templates — Job Data

Job Compensation - Payroll Currency and Frequency

*Compensation Q
Frequency

Job Compensation - Pay Components

*Comp Rate Code Q. *Compensation Rate 0.00(

*Compensation
Frequency

Job Compensation - Pay Components - 2

Comp Rate Code Compensation Rate

Compensation Q
Frequency

Job Compensation - Pay Components - 3

Comp Rate Code Compensation Rate

Compensation
Frequency

Employment - Additional Data

Appointment End Date 3

University of Colorado

Boulder | Colorado Springs | Denver | Anschutz Medical Campus




Job Data Checklist

Description

Eff Date

Action Reason
Position Nbr
Company
Business Unit
Dept ID

Dept Name
Location

Job Information
Job Code

Job Title
Reports To
Reg/Temp

Empl Class
Classified Indicator

A ____
A ____

Position
Position
Position
Position
Position
Position

Position
Position
Position
Position
Job Data
Position

University of Colorado

ulder | Colorado Springs | Denver | Anschutz

Full/Part Time
Business Title

Std Hrs/Wk

FTE

FLSA Status
Payroll

Pay Group
Employee Type
Tax Location Code
Compensation
Comp Rate
Frequency

Rate Code
Employment Data
Appointment end
date

Position
Position
Position
Position
Position

COT /USX /F12 / STU
H/S
Denver / Aurora

$
H/D/BWS/M
BASEH / BASEM

A ____




CONNECTING THE DATA




Data in HCM

Position Funding Personal Information Job Data
Position Number Position funded Name . Display Name
NEW effective date NEW effective date Display Name g Empl ID
Empl ID *
Effective Date h 4 v Effective Date
prior to HIRE Effective Dgt_es Gender Reason
NEW incumbent Vacant Position SSN (Primary ID) Job Code
Add/Insert Address Reg/Temp
v Past/Current/Future Phone (primary) Title
: Funding SpeedTypes Email (primary) Full/Part Time
Effective Dat y
eR?eI;/:ona © Percent of 100% Citizenship Department
Job Code Balclé)groundI Ct)h:c:k RLe(:)Coartiso'T'o
-9 complete
Regr{:[ll'emp Y Standard Hours
ue Effective Dates FLSA Status
Full/Part Time Filled Position ‘ FTE
Department Add/Insert | Update Incumbent
Location Past/Current/Future
Reports To Funding SpeedTypes
Standard Hours Percent of 100% Empl Class
FLSA Status \ Pav G
ETE ay Group
Empl Type

Update Incumbent

Appointment end date

Compensation Rate

Compensation Rate




RESOURCES
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Resources

www.cu.edu/docs

* https://www.cu.edu/docs/sbs-creating-position-funding

* https://www.cu.edu/docs/sbs-funding-entry

* https://www.cu.edu/docs/personal-information-worksheet

* https://www.cu.edu/docs/sbs-job-changes

* https://www.cu.edu/docs/jaid-transaction-pages-action-reasons

* https://www.cu.edu/docs/jaid-valid-comp-freq-comp-rate-

e combinations

* https://www.cu.edu/docs/sbs-additional-pay-entering-one-time-
payment

* https://www.cu.edu/docs/sbs-additional-pay-entering-and-reviewing-
recurring-payments

* https://www.cu.edu/docs/sbs-hiring-employee

University of Colorado
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Resources

https://www.cu.edu/employee-services/social-security-number-

verification-use

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

employee/total-compensation-calculators

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

* HCM Query: Returns a list of active job codes with default job data, job CUES_HCM _JOB _
Job Code Crosswalk/Setup  family and pay group/empl class crosswalk data. CODE_CRSWLK

oulder |

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

Best Practices: Hire, Rehire, and Position Management
HCM Faculty Contracts

HCM and General Ledger for Payroll

HCM Funding Distribution Basics

HCM Department Budget Table and Fiscal Year Rollover

University of Colorado

Colorado Springs | Denver | Anschutz




Thank you for joining us.

« ES.Campus-Outreach@cu.edul.
« HCM_ Community@cu.edu

* Telephone: 303-860-4200
x1 - Employment Verification
x2 - HCM Support Team
x3 - Benefits Team
x5 - Cu Careers
X0 - Operators

7 University of Colorado
_ Boulder | Colorado Springs | Denver | Anschutz Medical Campus




