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EMPLOYEE SERVICES

Human Capital Management: Step-by-Step Guide

Getting Started with HCM

This guide describes a few tasks to help new users get started with HCM.

Before you can access HCM, you must complete the HCM Fundamentals online course available in Skillsoft.
Visit the HCM Access and Training website for more information about requesting access and training
requirements.
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Before You Begin

To perform the tasks described in this guide, you will need the following information.
e Employee ID of someone in your department whose information you are authorized to view.

e Department number of your department.
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Logging On to HCM

To access HCM from the employee portal homepage:

1. Log on to the employee portal at http://my.cu.edu.

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

Click on your campus to log in.

Figure 1: Employee portal log in page.

2. From the portal homepage, select the HCM tile. If you do not see the HCM tile, you do not have
permission to access the system. Go to HCM Access and Training website for information about
requesting access.

Search in All Content

% Ur versity of Colorado | @ Q

CU Resources Home v

CU Advantage Benefits and Wellness

Request System Access

.w.
Concur Travel & Expense System Code of Conduct
I I = -
. a
C i el 1 |

Figure 2: Employee portal homepage. You may see different content based on your campus and permissions.

CU Careers - Recruiting

My Leave

Working at 1800 Grant St.
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HCM opens to the Employee Self Service dashboard:

: @ Q Menu + Search in Menu

Benefit Details CU Resources

2 N
Last Pay Date 09/29/2023

Company Directory Perseonal Details Leave Balances

She £y T

Figure 3: HCM Employee Self Service dashboard.
From this page you can use the following features to navigate:

HCM Step-by-Step Guide

My Leave

My Training Summary

A. The NavBar displays many options for navigating, including a drill-down Menu to all the pages you have
access to, Recently Visited items, and Favorites. There is also an option to go to the CU Resources
page in the portal. As you use the menu, breadcrumbs appear at the top (circled below). You can click

a breadcrumb to go to any item in the menu trail, including the root menu.

NavBar: Menu {E’}

Job Information

CU Resources

E Contract Administration >

Meanu E Review Job Information >

@ E Reports >
Recently Visited = Job Data
E = Company Property

Classic Home = Maintain Teleworkers

V%

Favorites

B. Move between homepages using the homepage dropdown menu (top left) or the next and previous
arrows (top right). Employee Self Service is the default homepage when you start using HCM. You can
also access the HCM Community Users and Manager Self Service homepages from this menu.

C. The global search field on the homepage is always available. When you click the Search in Menu field,
the system displays search suggestions based on your recently visited menu items combined with
those of others using the system. Start typing and the system begins filtering search suggestions to

match. You can then select a suggestion from the list to go to that item.
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D. To the left of the Search in Menu field, quick access buttons appear and provide one-click access to
your most recently visited items (clock icon) and your favorites (heart icon).

E. The bell icon in the top-right corner indicates notifications for you. It will appear with an exclamation
point alerting you to new notifications.

Viewing Job Data (and Creating a Favorite)

Many users need to check job data of an employee. The following steps describe how to see an employee’s
job data. At a minimum, you will need to know the name of the employee you would like to view. Knowing the
employee ID (Empl ID) works best for finding the correct employee. You may be limited to seeing only
employees in your department.

To view job data of an employee:

1. From the Employee Self Service page, select
NavBar.

Select Menu. NavBar: Menu {53

Select Workforce Administration.

Select Job Information. E

CUR E CU Time >
Select Job Data. ESOUICes

é — E Onboarding Process >

WMenu E Smart Solutions >
® E Smart Employee Onboarding >

CU PETs and Funding >

a > 0N

Recently Visited E Smart PAF 5
E E Self Service >

Classic Home .
E IManager Self Service >

m Workforce Administration >
Favorites
E Benefits »
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The Job Data page appears:

Job Data

New Window | Help &

Find an Existing Value
Search Criteria

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

‘T) Recent Searches | Choose from recent searches V| & I Saved Searches [ Choose from saved searches V| 7
Empl ID [begins with v | |
EmplRecord [=__ +]

Name
Last Name

Second Last Name
Alternate Character Name
Middle Name

. Show fewer options
[JCase Sensitive [Jinclude History

Search Clear

Mothing yet
Your search results will appear here -

>

4

6. Because the Job Data page is viewed frequently by users, consider making this page a favorite so you
can access it with fewer steps in the future (which this guide describes in the next section):

a. Select the Actions menu. -
b. Select Add to Favorites.

New Window

Help .
Add To Homepage

Add To NavBar

oAdd To Favorites

My Preferences

Sign Out

The system prompts you for a unique name, with the name Job Data already displayed.
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c. Select Add. Later in this guide, you will see how to access the page again as a favorite.

In the Empl ID field, type the employee ID of the person you want to view, and click Search.

The Search Results are displayed below the Search Criteria:

Job Data
Find an Existing Value -
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.
©) Recent Searches [ Choose from recent searches v| & [ Saved Searches [Choose from saved searches v| &
Empl ID | begins with ~ || 274
Empl Record EI
Name
Last Name | begins with v
Second Last Name | begins with +
Alternate Character Name | begins with +
Middle Name | hegins with +
# Show fewer options
[CJ case Sensitive [include History
Search Clear || Save Search
Search Results
4rows - EmplID"274 "
View All | (2 First (4 1-4o0of4 (» Last
. Alternate
Empl First Last Second )
Empl ID Record Name Name Name Last Name ﬁharacter Middle Name
ame
274 0 (blank) (blank) >
274 1 (blank) (blank) >
274 2 (blank) (blank) >
274 3 (blank) (blank) >
b
4 »

Figure 4: Job Data Search Results.

Notice this employee has four Empl Records, 0 through 4. The 0 record is the current record. The other
records are previous employment records that are no longer active.
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8. Click the current record. The system displays job data, beginning with the Work Location tab, shown
below. Also shown is the HR Status indicating this employee is Active. Terminated employees appear
with an HR Status of Inactive and a Payroll Status of Terminated.

ch in Menu
Job Data
| New Window | Help | Personalize Page
Work Location Job Information Payroll Salary Plan Compensation
___________________ Empl ID A
Employee Empl Record 0
Work Location Details (2 Find First (4) 10f1 (b Last
Effective Date 02/01/2023
Effective Sequence 0 Action Pay Rate Change
Reason Base Pay - Increase in Pay
Payroll Status Active Job Indicator Primary Job
Current
Position Number 00687308 Lecturer
Position Entry Date 08/17/2020
Position Management Record
Regulatory Region USA United States
Company CU University of Colorado
Business Unit UCE Boulder Campus
Department 10389 Global Studies RAP
Department Entry Date 08/17/2020
Location 1SMTH Smith Hall
Establishment 1D CU University of Colorado Date Created (1/26/2023
Last Start Date 08/17/2020
Expected Job End Date End Job Automatically
Job Data Employment Data Earnings Distribution Benefits Program Participation
Figure 5: Job Data page showing Empl Record O of an active employee.
9. Select the other tabs to see more information about this employee’s job data record.

o Job Information — displays job code, title and who the employee reports to.

o Payroll — displays current payroll information including pay group.

o Salary Plan — displays information about the employee’s salary and pay grade.

o Compensation — displays pay rate and frequency of pay.

10. When you have finished viewing the record, click Home E to return to the Employee Self Service

dashboard.
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Accessing a Favorite Page
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You can access and edit your favorites from either quick access icon E or the NavBar as shown below.

NavBar: Favorites

f Colorado | @ Q

Favorites

7 X

CU Resources

E Add/Update Position Info

E CU Comprehensive Learning Rpt

O g

Recently Visited

L

E CU Upload Training Data

a Courses
a Job Data
E MNon-Pay Actions

E ePAR Additional Pay Request

Menu

or,

o G oD

a Add/Update Position Info

CU Comprehensive Learning Rpt

Job Data

MNon-Pay Actions

ePAR Additional Pay Request

Figure 6: Steps for selecting an HCM page saved as a favorite.

Note: When you are logged into the portal, but not in HCM, selecting Favorites displays portal favorites.

When editing your favorites, you can:

A. Change the label.

B. Update the display order by changing the sequence number.

C. Delete a selected favorite.

D. Save your changes.

Edit Favorites

Favorites

o‘ Delate Selected ‘

*Favorite

Select the Save button after editing or deleting favontes to apply your changes.

T rows

Sequence number

O
ou&ddepdate Position Info

O ‘ CU Comprehensive Learning Rpt

O ‘CU Upload Training Data

* |
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Customizing Your Homepage
If you regularly use the HCM Community Users homepage, you can make it your default.
To customize your homepage:
1. Click the Actions menu for the homepage (not for the system).

2. Click Personalize Homepage.

Personalize Homepage

Benefit Details
Refresh

@ﬁ@

Last Pay Date 09/29/2023

My Leave Company Directory Personal Details

3. From the Personalize Homepage window, drag and drop the homepage you want to be your default
when you click the Home icon to the top of the list.

Personalize Homepage o

-

[ Add Homepage l Common Settings

= Employee Self Service Show Notifications Panel @
Selected Homepage Settings Add Tile

Homepage |HCM Community Users

HCM Community Users
N

= Manager Self Service l‘s‘

Non-Pay Actions Pay Actions

Approvals CU Time Collection

4, Click Save.
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Running a Query in HCM
HCM offers many queries that you can use. A query is a request for specific information from the tables of a

database that meets criteria you specify.

To run a query:

1. From the HCM Community Users homepage, click the HCM WorkCenter tile. The HCM User
WorkCenter appears.

2. Select the Resources tab. The HCM Queries section displays a list of queries. You may need to hover
over the menu to display a scroll bar (circled below).

CU HCM User WorkCenter

CUHCM User WorkCenter © «

WorkCenter Resources

Welcome CU HCM User

HCM Queries o avw

Query Manager
»Joblist ) PeopleSoft WorkCenters provide a one stop page for users to
» Eayroll Register Acct Detall perform different business transactions. Take action on alerts, view
. %}%Q%F ; reports and analytics or access related components and pages. The
C Fundma";i{:;ib';?j:c ons WorkCenter delivers data to you instead of you searching through
e — the HCM system for information.
« Position Information
. %ﬁ'ﬁ"m PeopleSoft WorkCenter page allows you to access all the related
.RﬁP- ---------- — pages, query results, and links etc. from one central location. It

dib Reports/Processes S [a~- divides the browser window into two frames, an adjustable pagelst

area on the left and the target content area on the right.
=~ Workforce Reports

T Employee Turnover Analysis This is a new experience we think you are going te like. Welcome to
the CU HCM User WorkCenter

= Organizational Development
& Active Position History
& Paosition Budget Status
& Vacant Position Report

[ ]

o>’-CU Careers #
A
My Requisitions Count 0 f:;
My Candidates Count 0 v

Figure 7: The HCM User WorkCenter provides access to queries and other useful reports.
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3. Drag the scroll bar to the bottom of the list and select Click here for ALL.

5.

CU HCM User WorkCenter © «

WorkCenter Resources
HCM Queries

» Dept Personnel & Org Roster

« Training Report

» L eave Balances

» Personnel Actions History

« Funding Suspense Current Row
» Payroll Reqgister

« Paycheck Distribution
[op 15 Listed aboy€

il Reports/Proce?

€
o
4

< Workforce Reports
' Employee Tumover Analysis

< Organizational Development

T Active Position History
©  Budget Status
T vacant Position

HCM Step-by-Step Guide

Figure 8: HCM Queries section lists the 15 most used queries; scroll down to bottom to access all queries.

The List of All HCM Queries page appears. Let’s look at your department roster.

Select the query, Personnel Roster. This query is listed as number 93 in the image below. As queries

are added and removed in HCM, the number may change.

Personnel This query retums important job

93 Roster

ncluding supervisor information

The system opens the query page for you to enter criteria.

CUES_HCM_PERSONMNEL_ROSTER - Personnel Roster

Business Unit (Optional) o]
MNode (Optional) &)
Dept ID {Optional) EQ
Job Code (Optional) i

Min Job Code (Optional)
Max Job Code (Optional)
*Include Future-Dated Rows [_|

View Results

In the Dept ID box, type the ID of your department.

select one from the list.

data for active employess, 107284 CUES_HCM_PERSOMMEL_ROSTER

Q As another option, you could type the first numeral of your department ID and click the
lookup (magnifying glass) to display a list of departments starting with that numeral, and then
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6. Select View Results.

x While the system processes your query (or any other request), a processing icon appears in
“ the top right corner. When it finishes, the system displays the results of your query.

The system also displays options for saving the results.

Download results in : Excel SpreadSheet CSV Text File XML File (66 kb)

Finding More Information about Using HCM

Visit the HCM Community website (https://www.cu.edu/hcm-community) for more information, including
step-by-step guides, job aids (such as Disabling Pop-Up Blockers and Clearing Cache Job Aid), frequently
asked questions (FAQSs), and the regularly updated HCM Glossary. You can find documentation related to the
actions listed on the menu, such as Recruit & Hire or Pay Employees, or access the Document Library from
the Training menu as shown below.

HCM Community

CU.EDU HOME DEPARTMENT 5

A Training Recruit & Hire Employee Transactions Pay Employees Run Reports HCM Blog HCM Projects

HCM Access and Training

CU Careers Access and
Training

Document Library

Training & Webinars

HCM Glossary

Figure 9: The HCM Community page, which offers more information and the document library.
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