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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



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



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



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

9

Position

Funding

Personal Data 
RecordNon‐person 

Profile

Hire 
Transaction
New Hire
Rehire
Additional Job
Transfer

Position 
Description

Competencies, 
qualifications; 
approvals

From where 
pay is funded

Employment or 
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1:1 position/ 
employee; setup
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+ compensation

TransactionTransaction HCMHCMOff‐LineOff‐Line

Hire 
Documentation



Data in HCM
Position Funding Personal Information Job Data

Position Number 
NEW effective date

Effective Date
prior to HIRE 

NEW incumbent

Effective Date 
Reason

Job Code
Reg/Temp

Title
Full/Part Time
Department

Location
Reports To

Standard Hours
FLSA Status

FTE
Update Incumbent

Position funded
NEW effective date

Effective Dates
Vacant Position

Add/Insert
Past/Current/Future

Funding SpeedTypes
Percent of 100%

Effective Dates
Filled Position

Add/Insert
Past/Current/Future

Funding SpeedTypes
Percent of 100%

Name
Display Name

Empl ID

Gender
SSN (Primary ID)

Address
Phone (primary)
Email (primary)

Citizenship
Background Check

I-9 completed

Effective Date 
Reason

Job Code
Reg/Temp

Title
Full/Part Time
Department

Location
Reports To

Standard Hours
FLSA Status

FTE
Update Incumbent

Display Name
Empl ID

Empl Class
Pay Group
Empl Type

Appointment end date

Compensation Rate Compensation Rate
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LET’S GET STARTED



Login to HCM via the Portal



Position, Funding, Person, Job



CU HCM WorkCenter



Position



Position

Description

Specific 
Information

Budget and 
Incumbents

CU Position 
Data



Position



Position



Position



Position



Position



Position
Position Status
• Proposed
• Submitted
• Approved
• Denied



Position



Position



Position



Position



HCM Resources Tab



Description
Company CU = Employees (CUR = Retirees)
Position Nbr NEW or existing
Headcount Status
Current Headcount
Max Headcount
Eff Date Date data is active
Eff Status
Action Reason **Choose from List
Action Date
Position Status Approved
Status Date
Business Unit Campus
Job Code **Choose from List
Job Title
Reg/Temp Use Temp if less than one year
Full/Part Time Use Full Time if more than 20 hrs

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 Query



Position Nbr NEW or
Eff Date
Action Reason **
Position Status
Business Unit UCB/UCD/AMC/UCCS/USYS
Job Code **
Job Title
Reg/Temp Reg   /  Temp
Full/Part Time Full   /  Part Time
Business Title
Dept ID _ _ _ _ _ 
Dept Name
Location _ _ _ _ 

Reports To _ _ _ _ _ _ _ _ 
Dotted‐Line _ _ _ _ _ _ _ _ 
Std Hrs/Wk _ _ . _ _
FLSA Status Exempt / Non‐exempt
Update Incumbents
Classified Indicator **
FTE _ _ _ . _ _
View Incumbents (Job Data Link)
Campus Box _ _ _ _

HRGL Request # reference
_ _ _ _ _ _ _ _ _ _ 
‐ _ _ _ _ _ _ _ _ ‐ _ _ _

Position Data Checklist

**Choose from list



Data in HCM
Position Funding Personal Information Job Data

Position Number 
NEW effective date

Effective Date
prior to HIRE 

NEW incumbent

Effective Date 
Reason

Job Code
Reg/Temp

Title
Full/Part Time
Department

Location
Reports To

Standard Hours
FLSA Status

FTE
Update Incumbent

Position funded
NEW effective date

Effective Dates
Vacant Position

Add/Insert
Past/Current/Future

Funding SpeedTypes
Percent of 100%

Effective Dates
Filled Position

Add/Insert
Past/Current/Future

Funding SpeedTypes
Percent of 100%

Name
Display Name

Empl ID

Gender
SSN (Primary ID)

Address
Phone (primary)
Email (primary)

Citizenship
Background Check

I-9 completed

Effective Date 
Reason

Job Code
Reg/Temp

Title
Full/Part Time
Department

Location
Reports To

Standard Hours
FLSA Status

FTE
Update Incumbent

Display Name
Empl ID

Empl Class
Pay Group
Empl Type

Appointment end date

Compensation Rate Compensation Rate



Position, Funding, Person, Job



Funding Entry



Funding



Funding Entry



HCM Resources Tab



Position Funding Query



HCM Resources Tab



Funding Distribution



Funding Data Checklist

Stnd Hrs/Wk Use to calc % time
% Time
Comp Rate $
Comp Freq Pay Begin Date
Appoint End Dt Stops encumbrances
Position Nbr _ _ _ _ _ _ _ _
Fund Eff Dt _ _ / _ _ / _ _ _ _
Fund Eff Seq 0 / 1 / 2
Distrb % Total = 100%

SpeedType _ _ _ _ _ _ _ _
SpeedType Descr
SpeedType Status Active
Fund _ _
Org _ _ _ _ _ 
Program  OR
Project
Project Status Pre‐Spending / Open
Sub‐Class
Project End Date _ _ / _ _ / _ _ _ _
Funding End Dt _ _ / _ _ / _ _ _ _
Budget End Dt _ _ / _ _ / _ _ _ _



Data in HCM
Position Funding Personal Information Job Data

Position Number 
NEW effective date

Effective Date
prior to HIRE 

NEW incumbent

Effective Date 
Reason

Job Code
Reg/Temp

Title
Full/Part Time
Department

Location
Reports To

Standard Hours
FLSA Status

FTE
Update Incumbent

Position funded
NEW effective date

Effective Dates
Vacant Position

Add/Insert
Past/Current/Future

Funding SpeedTypes
Percent of 100%

Effective Dates
Filled Position

Add/Insert
Past/Current/Future

Funding SpeedTypes
Percent of 100%

Name
Display Name

Empl ID

Gender
SSN (Primary ID)

Address
Phone (primary)
Email (primary)

Citizenship
Background Check

I-9 completed

Effective Date 
Reason

Job Code
Reg/Temp

Title
Full/Part Time
Department

Location
Reports To

Standard Hours
FLSA Status

FTE
Update Incumbent

Display Name
Empl ID

Empl Class
Pay Group
Empl Type

Appointment end date

Compensation Rate Compensation Rate



Position, Funding, Person, Job



CU HCM WorkCenter



Personal Information



Personal Information

Biographical Details

Contact Information

Regional

CU Personal Data

CU Personal Data I9

Organizational 
Relationship



Personal Information



Personal Information



Personal Information



Personal Information



Personal Info Data Setup



Personal Information



Personal Information



Personal Information



Personal Information



HCM Resources Tab



Personal Information

Effective Date Must be earlier than 
hire/I‐9/Background

EmplID Avoid duplicate IDs!
First Name Required field
Last Name Required field
Date of Birth Impacts benefits
Gender  Impacts benefits
Highest Education
Marital Status Impacts benefits

Alternate ID May enter Student ID for 
reference

Full Time Student
Social Security 
Number

Must enter USA Social 
Security Number for pay

Home Address
Mailing Address Determines state tax
Phone ‐ Cell Required for DUO
Phone  ‐ Campus
Email ‐ Home
Email ‐ Official Official correspondence
Ethnic Group
Military Status
Everify Pass
Everify completion Date

Background Check Enter date after 
effective date

Passed Date
US Citizen or Legal 
Resident
I‐9 Completion Date From HireRite



Personal Information Checklist

Effective Date
EmplID  _ _ _ _ _ _ 
First Name
Last Name
Date of Birth _ _ ‐ _ _ ‐ _ _ _ _
Gender  Male / Female
Highest Education
Marital Status
Alternate ID
Full Time Student
Social Security Number _ _ _ ‐ _ _ ‐ _ _ _ _

Home Address
Mailing Address
Phone ‐ Cell _ _ _ ‐ _ _ _ ‐ _ _ _ _
Phone  ‐ Campus
Email ‐ Home
Email ‐ Official
Ethnic Group
Military Status
Everify Pass From HireRite
Everify completion Date From HireRite
Background Check From HireRite
Passed Date From HireRite
US Citizen or Legal Perm Res From HireRite
I‐9 Completion Date From HireRite



Data in HCM
Position Funding Personal Information Job Data

Position Number 
NEW effective date

Effective Date
prior to HIRE 

NEW incumbent

Effective Date 
Reason

Job Code
Reg/Temp

Title
Full/Part Time
Department

Location
Reports To

Standard Hours
FLSA Status

FTE
Update Incumbent

Position funded
NEW effective date

Effective Dates
Vacant Position

Add/Insert
Past/Current/Future

Funding SpeedTypes
Percent of 100%

Effective Dates
Filled Position

Add/Insert
Past/Current/Future

Funding SpeedTypes
Percent of 100%

Name
Display Name

Empl ID

Gender
SSN (Primary ID)

Address
Phone (primary)
Email (primary)

Citizenship
Background Check

I-9 completed

Effective Date 
Reason

Job Code
Reg/Temp

Title
Full/Part Time
Department

Location
Reports To

Standard Hours
FLSA Status

FTE
Update Incumbent

Display Name
Empl ID

Empl Class
Pay Group
Empl Type

Appointment end date

Compensation Rate Compensation Rate



Position, Funding, Person, Job



CU HCM WorkCenter



Job Data



Job Data
Work Location 

Job Information

Payroll

Salary Plan

Compensation

Employment 
Data



Job Data



Job Data



Job Data



Job Data



Job Data



Job Data



Job Data



HCM Resources Tab



Job Data Checklist
Description
Eff Date Position or Job Data
Action Reason Position or Job Data
Position Nbr Position 
Company Position 
Business Unit Position 
Dept ID Position 
Dept Name Position 
Location Position 
Job Information
Job Code Position 
Job Title Position 
Reports To Position 
Reg/Temp Position 
Empl Class Job Data
Classified Indicator Position 

Full/Part Time Position 
Business Title Position 
Std Hrs/Wk Position 
FTE Position 
FLSA Status Position 
Payroll
Pay Group Position ‐ Job Code
Employee Type Job Data
Tax Location Code Position ‐ Dept
Compensation
Comp Rate Job Data
Frequency Job Data
Rate Code Job Data
Employment Data
Appointment end 
date Job Data



Job Data - Compensation



Job Data - Compensation
Pay 
Cycle

Employee 
Type

Compensation 
Frequency Code Description Rate Code 

Type Notes

Bi
‐w

ee
kl
y

H H BASEH Base Hourly Hrly Rate
S BWS BASEW Base Biweekly Salaried Flat 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

H H BASTHP
Base Temporary Hourly Rate 
Add Hrly Rate **UCB

M
on

th
ly

H H BASEH Base Hourly Hrly Rate
H D BASED Base Daily Flat Amt
S M BASEC Base Contract Flat Amt
S M BASEM Base Monthly Flat Amt
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
S M BASTP2 Base Temporary Pay Amount 2 Flat Amt **UCB
S M BASTP3 Base Temporary Pay Amount 3 Flat Amt **UCB
S M BASTP4 Base Temporary Pay Amount 4 Flat Amt **UCB



Job Data Checklist
Description
Eff Date _ _ / _ _ / _ _ _ _
Action Reason _ _ / _ _ / _ _ _ _
Position Nbr Position 
Company Position 
Business Unit Position 
Dept ID Position 
Dept Name Position 
Location Position 
Job Information
Job Code Position 
Job Title Position 
Reports To Position 
Reg/Temp Position 
Empl Class Job Data
Classified Indicator Position 

Full/Part Time Position 
Business Title Position 
Std Hrs/Wk Position 
FTE Position 
FLSA Status Position 
Payroll
Pay Group COT /USX /F12 / STU
Employee Type H / S
Tax Location Code Denver / Aurora
Compensation
Comp Rate $ 
Frequency H / D / BWS / M
Rate Code BASEH / BASEM
Employment Data
Appointment end 
date _ _ / _ _ / _ _ _ _



Data in HCM
Position Funding Personal Information Job Data

Position Number 
NEW effective date

Effective Date
prior to HIRE 

NEW incumbent

Effective Date 
Reason

Job Code
Reg/Temp

Title
Full/Part Time
Department

Location
Reports To

Standard Hours
FLSA Status

FTE
Update Incumbent

Position funded
NEW effective date

Effective Dates
Vacant Position

Add/Insert
Past/Current/Future

Funding SpeedTypes
Percent of 100%

Effective Dates
Filled Position

Add/Insert
Past/Current/Future

Funding SpeedTypes
Percent of 100%

Name
Display Name

Empl ID

Gender
SSN (Primary ID)

Address
Phone (primary)
Email (primary)

Citizenship
Background Check

I-9 completed

Effective Date 
Reason

Job Code
Reg/Temp

Title
Full/Part Time
Department

Location
Reports To

Standard Hours
FLSA Status

FTE
Update Incumbent

Display Name
Empl ID

Empl Class
Pay Group
Empl Type

Appointment end date

Compensation Rate Compensation Rate
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ADDITIONAL COMPENSATION



CU HCM WorkCenter



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

SPEEDTYPE (OPT)



CU Time



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

Job Classification
Job Code Job Title Title Definition

Medical/Dental/L
ife¹    Disability²                       

Flexible 
Spending 
Account²

Tuition 
Assistance 
Benefit²

Tax Deferred 
Annuity (Optional 
Savings Plans ‐

403B, 457, 401K)

Retirement Plans

M/D/L Short‐Term 
Disability (STD)

Long‐Term 
Disability (LTD) FSA TAB TDA 401a² PERA³

Student 
Employment 
Retirement 
Plan (SERP)

Federal Mandatory 
(FICA) Wage Protection Leave Plans FMLA

Social 
Security ‐
OASDI³

Medicare 
Tax⁴ Unemployment Workers Compensation 12 Month 

Sick Leave

12 Month 
Vacation 
Leave

9 Month 
Sick Leave

9 Month 
Vacaction
Leave

Family 
Medical 
Leave Act 
(If FMLA 

requiremen
ts are met)

Default Job Code Values
Stnd 

Hrs/Wk Comp Freq Job 
Family Reg/Temp FLSA 

Status Pay Group Empl Class
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TEMPLATES



Template Data – Where does it go?



Position Nbr NEW or
Eff Date
Action Reason **
Position Status
Business Unit UCB/UCD/AMC/UCCS/USYS
Job Code **
Job Title
Reg/Temp Reg   /  Temp
Full/Part Time Full   /  Part Time
Business Title
Dept ID _ _ _ _ _ 
Dept Name
Location _ _ _ _ 

Reports To _ _ _ _ _ _ _ _ 
Dotted‐Line _ _ _ _ _ _ _ _ 
Std Hrs/Wk _ _ . _ _
FLSA Status Exempt / Non‐exempt
Update Incumbents
Classified Indicator **
FTE _ _ _ . _ _
View Incumbents (Job Data Link)
Campus Box _ _ _ _

HRGL Request # reference
_ _ _ _ _ _ _ _ _ _ 
‐ _ _ _ _ _ _ _ _ ‐ _ _ _

Position Data Checklist

**Choose from list



Templates – Job Data



Job Data Checklist
Description
Eff Date _ _ / _ _ / _ _ _ _
Action Reason _ _ / _ _ / _ _ _ _
Position Nbr Position 
Company Position 
Business Unit Position 
Dept ID Position 
Dept Name Position 
Location Position 
Job Information
Job Code Position 
Job Title Position 
Reports To Position 
Reg/Temp Position 
Empl Class Job Data
Classified Indicator Position 

Full/Part Time Position 
Business Title Position 
Std Hrs/Wk Position 
FTE Position 
FLSA Status Position 
Payroll
Pay Group COT /USX /F12 / STU
Employee Type H / S
Tax Location Code Denver / Aurora
Compensation
Comp Rate $ 
Frequency H / D / BWS / M
Rate Code BASEH / BASEM
Employment Data
Appointment end 
date _ _ / _ _ / _ _ _ _
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CONNECTING THE DATA



Data in HCM
Position Funding Personal Information Job Data

Position Number 
NEW effective date

Effective Date
prior to HIRE 

NEW incumbent

Effective Date 
Reason

Job Code
Reg/Temp

Title
Full/Part Time
Department

Location
Reports To

Standard Hours
FLSA Status

FTE
Update Incumbent

Position funded
NEW effective date

Effective Dates
Vacant Position

Add/Insert
Past/Current/Future

Funding SpeedTypes
Percent of 100%

Effective Dates
Filled Position

Add/Insert
Past/Current/Future

Funding SpeedTypes
Percent of 100%

Name
Display Name

Empl ID

Gender
SSN (Primary ID)

Address
Phone (primary)
Email (primary)

Citizenship
Background Check

I-9 completed

Effective Date 
Reason

Job Code
Reg/Temp

Title
Full/Part Time
Department

Location
Reports To

Standard Hours
FLSA Status

FTE
Update Incumbent

Display Name
Empl ID

Empl Class
Pay Group
Empl Type

Appointment end date

Compensation Rate Compensation Rate
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RESOURCES



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‐
• 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
•



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

• 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

• HCM Query: 
Job Code Crosswalk/Setup

Returns a list of active job codes with default job data, job 
family and pay group/empl class crosswalk data.

CUES_HCM_JOB_
CODE_CRSWLK



Thank you for joining us.

• ES.Campus-Outreach@cu.edu.
• HCM_Community@cu.edu

• Telephone: 303-860-4200
x1 - Employment Verification
x2 - HCM Support Team
x3 - Benefits Team
x5 - Cu Careers
x0 - Operators


