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EMPLOYEE SERVICES

Human Capital Management: Step-by-Step Guide

This guide describes how to upload time collection files, including those from Kronos.
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Before You Begin

Follow you campus procedures to create the upload file and save to your desktop, or to the location designated
by your campus. The input file must have a .DAT or .TST file extension.

Uploading a Batch Time Collection File

1. From the HCM Community Users dashboard, click the CU Time Collection tile.
2. From the menu, click CU Processes> CU Time Collection Process.

3. Click the Add a New Value tab.

4. Type a new run control ID, unique to this payroll, and click Add.

Note: The run control ID will become your Batch ID to mass approve the upload in CU Time.

Favorites v Main Menu v > CUTme~ > CUProcesses~ > CU Time Colloction Process

— User: SN D2 tabase:
% University of Colorado Copy  CuteC _—

Boviser | Catornoe Sprangs | Demeer | Arsonuts Mesow Campun

CU Time Collection Process

Eind an Existing Value Add a New Value

Run Controt ID 1sb815

Find an Existing Value | Add a New Value

=Y
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Enter or search for the appropriate Pay Run ID (which will be the pay end date).

Click Choose File and navigate to where your file is saved.

Select your file and click Upload.

File Attachment X
Help

Choose File | blsb1.dat
Upload Cancel

' .:EI
Click the Run button at top right corner of the page.

CU Time Collection Pocess

Run Control ID |5h215 Report Manager Process Monitor Run

Process Request Parameters

*Pay Run ID 08/1515 aQ,

Off Cycle 2: UJ
File must be dat & must include extension, e.g. mlasp.dat
Input File blsb1.dat &
File Format

Line 1 is header row (Required).

[F]save ||[=] Notify [Ek Add || ] Include History 7 Correct History
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9. Select the PSUNX server name from the dropdown menu and click OK. The system returns you to the
CU Time Collection Process screen. A process Instance number in the top right of the page indicates

that the process is running.

Process Scheduler Request

User ID BROWOO1918 Run Control ID |5h815

Process List PS0S390

I Select Description

_ |##]

Process Type *Type *Format

Web ¥ || TXT

-

PSUNX2
CU Time Collecfion Process

CU_TIME_COLL Application Engine

OK Cancel

10. Click Process Monitor at the top right to navigate to the Process List.

Server Name | vi Run Date |10/28/2015 5]
. aE- . Resetto Current Date/Time
Recurrence PSCDB Run Time 3:15:22FM
Time Zone | PSNT

Distribution

v | Distribution

Help

CU Time Collection Pocess

Run Control ID |sb815 ReportManager  Process Monitor |

Process Instance: 1938794

Process Request Parameters

*Pay Run ID 08/15/15 Q

Off Cycle 7:
File mustbe dat & must include extension, e.g. mlasp.dat
Input File bisb1.dat &
File Format

Line 1 is header row (Required

[Flsave ||[=] Notify 4 Add _,C Include History 7 Correct History

11. Click the Refresh button at top right until the Run Status displays as Success and Distribution Status

displays as Posted as shown below.
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12. Click Details (circled below).

Process List Server List

View Process Request For

User IDBROW001918 |Q Type v | [Last v 99 [Minutes v Refresh

Server| PSUNX v Name Q Instance to
Run Status Y. Distribution Status v | @ save On Refresh
Process List Personalize | Find | View All | | B First ‘& 10f1 ‘& Last
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status 2:;:::"“0" Details

1938794 Application Engine CU_TIME_COLL BROWO001918 10/28/2015 3:15:22PM MDT Success Posted

Go back to CU Time Collection Process
[ save ||=] Notify

Process List | Server List

13. Click View Log/Trace.

& .

Process Detalil x
| Help
F

Process
;- Instance 1938794 Type Application Engine
T Name CU_TIME_COLL Description CU Time Collection Process

Run Status Success Distribution Status FPosted

Run Update Process

Run Control ID 1sh815 Hold Request
Location Server Queue Request

Cancel Request
Delete Request

Server PSUNX

Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 10/28/2015 3:1918PM MDT Farameters Transfer
Run Anytime After 10/28/2015 3:15:22PM MDT Message Log View Locks
Began Process At 10/28/2015 3:19:33PM MDT Batch Timings
Ended Process At 10/28/2015 319:46FM MDT View Log/Trace
| ok || cancel |

l .:El
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14. Examine the last three files listed (shown below) to verify that the file loaded correctly and to begin to
correct any errors:

e Time_Collection_Errors
e Time_Collection_Loaded
e Time_Collection_Log

Process Detail

CU Time Collection Process
Distribution Details

Distribution Node psreports

File List

Name

AE_CU_TIME_COLL_1938794.log

Datel/] BROW00191820151028151227bisb1.dat
Time_Collection_Errors_1938794.csv

|[Tlme'Collectlon_Loaded_1938794 csv ]

Time_Collection_Log_1938794 txt

Distribute To
Distribution ID Type

User

Expiration Date

File Size (bytes)
463

320

0

0

173

*Distribution 1D

BROW001918

11/04/2015

Datetime Created

10/28/2015 3:19:46.564226PM MDT
10/28/2015 3:19:46.564226PM MDT
10/28/2015 3:19:46.564226PM MDT
10/28/2015 3:19:46.564226PM MDT
10/28/2015 3:19:46.564226PM MDT

J View Log/Trace . Help
Proc: Help
Report
ReportID 907681 Process Instance 1938794
Name CU_TIME_COLL Process Type Application Engine
Run Status ~ Success
Run

01 Return

15. Click on the Time_Collection_Errors file. An Excel link to the downloaded error file appears at the
bottom of your screen.

16. Click the link to open the file. Any file errors will be listed.

L e % e .
LRI \/ R R P e On e v
run Dot
. o
Frmwne Lin Puioman | rod
[

o atges b Paese {me e L S

et Sy (e OO TR OO RO g Mot 1

O™ e CU_TRE_COLL SMOWM

L I CU_TREL_ GO SNOWRITEIE IR 1 0
L e
e ) e

Prnsmns Lt | Servee Lot

17. Correct errors as needed.
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Note: Errors do not load to HCM. You will need to reload the corrected lines or enter them directly to HCM

transactions.
o= — T —— — Time_Collection_Errors 1938797 (1)
Home Insert Page Layout Earmuilas Diata Review View Acrobat
o Copy Ctrl+C
_L__=] ‘F’C”t Calibri 11 v AN, = g[%] AP S Wrap Text General -
53 Copy ~ .
Pafte fFormatPainter HE A &-A‘ === F i’g EMHQE&CEM”- $-% "—dg ;E'lg Ii':o
Clipboard F} Font 7} Alignment F} Mumber F}
Al - fe | Emplid
A B 5 D E F G H 1 ] K L
1 |[Emplid JEmpl_rcd Erncd Oth hours Oth Pay  Hourly Raf Account Cd
2
3 Total Errors: 0
4
&
6
7
Il 8

18. Click the Time_Collection_Loaded file. An Excel link to the file appears.

19. Click the link to open the file. You should see all rows that loaded from the file.

A B C D E F G H
1 Emplid Empl red Erncd Oth hours Oth Pay  Hourly Rat Account C Warning
2 115163 1 REG 17.5 0 0
2] 114447 1 REG 58.25 0 0
4 212855 0 5TH 37.75 0 0
B 267650 0 5TH 24.5 0 0
B
7 Total Rows loaded: 4

20. Click the Time_Collection_Log file. This file summarizes the upload processing.
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21. Verify that there are no errors and that all rows loaded. Paygroup rows loaded should equal the File

Totals (bottom of report) and the total rows in your original file.

Processing time data load for RunId: @3/15/15

Totals for Paygroup: STU
Total Rows: 2

Rows Loaded: 2

Hours: 62.25

Addl Amount: @

Estimated Pay: 630.895

Totals for Paygroup: THMP
Total Rows: 2

Rows Loaded: 2

Hours: 75.75

Addl Amount: @

Estimated Pay: 3838

File Totals

Total Rows in File: 4
Rows Loaded: 4

Rows in Error: @

Hours: 138

Addl Amount: @
Estimated Pay: 3668.895

22. Click the line ending in the name of your file (second from top on the View Log/Trace page) and

examine it to verify loaded data as expected.

HDR FrA 15-AUG-2015FA2 LARSeaeeal
115163 @1 REGel75eceeceded
114447 @1 REGE582500000000
212855 @@ S5THe377500800008
267658 0@ 5THe245000000000

DP@B8e013
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Reviewing and Approving Pay

After verifying that the file loaded correctly and/or fixing any errors and resubmitting, navigate to CU Reported
Time Summary in order to review and approve the pay.

1. From the HCM Community Users dashboard, click CU Time Collection.
2. From the menu, click CU Reported Time Summary.

3. Search using appropriate parameters (department, pay group, earnings end date, etc.) in order to
review batch entries, which will be separated by pay groups. (Other batches for the same time period
will also display.)

CU Reported Time Summary

Enter any information you have and click Search. Leave fields blank fora |

Find an Existing Value Add a Mew Value

Search Criteria

Earnings Begin DateE
Eamings End Date[= v | [08/15/2015
Company [begins with v ]
Pay Gruup
Department| begins with ¥ |51000

| Correct History

20 E =

| Search || Clear |BasicSearch [ Save Search Criteria

Search Results

View All First ‘&' 1202 ‘B Last

B2 014 : 08/15/2015 cu STU 51000
08/0212015 08/15/2015 cu TMP 51000
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HCM Step-by-Step Guide
The Reported Time Summary has four tabs:

o The Employee Details tab is the only tab that shows the employee’s name (obscured here). This tab
also displays the position, batch run ID, SpeedType (if entered — otherwise the default SpeedType will
be used), entry type (Batch Timesheet in this case) and status (in this case, the batch needs approval).

CU Reported Time Summary

Earnings Begin Date 08/02/2015 Earnings End Date 08/15/2015
Company: CU University of Colorado Pay STU Student Workers
Group:

Department: 51000 Employee Services
Reported Time Summary

Employee Details Batch TimeSheets & Leave Details OneTime Payments Regular Eamings | |79

! P
Select S’Yde 2 IED"‘”DY" Em :";)Qr Name °NP'$: Bu""‘f:; Supervisor ID Reports To Batch Rn:g SpeedType

1 ¢ 212855 0 1 00713692 UsYs 00701285 FA2

2 267650 0 2 00715627 usys 00669328 FA2

Personalize | Find | €| B First ‘& 1-40f4 » Last

Sep Date Time

Batch RL;S SpeedType Ch;f,‘: Entry Type Status Approval Date Approver Name Date Time Modified Created
10/28/2015 10/28/2015
FA2 Batch Timesheet Needs Approval 05:28:55 PM 05:28:55 PM

) A 1072872015 1072872015

FA2 Batch Timesheet Needs Approval 05:28'55 PM 05:28:55 PM

Each employee ID is a link to batch details. You may add or change position number, business unit, job
code, or SpeedType here.

CU Reported Time

Earnings Begin Date  08/02/2015 Earnings End Date 08/15/2015

Company CU University of Colorado Pay Group STU Student Workers
Department 51000 Employee Services

EmplID 212855 Empl Record 0

Employee Reported Time Details Personalize | Find | & E& First ‘&' 1-20f2 ‘»/ Last

Employee Details Batch TimeSheets & Leave Details OneTime Payments Regular Eamings

off
Seq Batch Position Business Sep Check Date Time Date Time
Nbr SY9¢  RuniD Number Unit JobCode  SpeedType Nbr Entry Type Status Approver Name  Approval Date oo Croated
1 FA2 Batch Timesheet v || Needs Approve v 0;02?52%3 0;%585’20;3 & | =

Navigate Back to Summary Page
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You can also add lines of pay to a record by using the plus sign (+) at the end of the bottom row of data. You

must have an entry type chosen on the employee details page in order to add a record.

CU Reported Time

Earnings Begin Date 09/012015

Company CL Jriversaty of Colorado

Department 51000 Employea Services

EmpliD 200318 Empl Record

Employee Reported Time Details
Employee Details

ofr

Seq o .. ‘Eaminge e .

Nbr S¥ Coge Reported Hours Hourdy Rate
P B————
OTM 3, 0.750000

Mavigate Back to Summary Page

il Save  |o™ Rebuin 1o Search =] Malify

Pay Group UQ

Balch Time Sheels & Leave Delails

Earnings End Date 0G/30/2015

T WUniversity Staff OT Eligible
OneTima Payments Regular Eamings | [F8
Amaunt Override Rate Long Description
» Add

Parsonalize | Find | LY | &

Off Howrs Only nchade Lunch

First ‘& 12012 ‘& Last

|+

+
[

o= Include History 7 Comed History

Click Navigate Back to Summary Page to return to Employee Details summary.

The Batch TimeSheets & Leave Details tab shows employee record, earnings codes and hours
entered. Employee ID’s are linked to the details page shown above.
The OneTime Payments and Regular Earnings tabs divide the batch entries into these types of pay

The summary tabs provide the opportunity to select or deselect some or all records as needed for approval.

1. Click the boxes in the Select column or use the Select All button below the data to select rows to

approve.

2. Click the Approve button.

CU Reported Time Summary

Earnings Bagin Date 09/01/2015

Company: CTU University of Col

Department: 5100 mp

Reporned Time Summary
Employee Datails Baich Time

S cr:L . -_mel.-.,nr
151534
151534
250180
4 250180

5 250180
Select All  Deselect Al

Approve

T Save i+ Rewm io Search

Sheals & Leave Datails

Earnings End Date 03302015

Group:

oyee Services

E = Add tiona
:‘t‘“: Esimings Code "pPUIONE  Tax Periods

=] Mokity

Pay USX University Staff Exempt

Personalize | Find | 27| & First of 5 ast
(o]
Deductions  Deduction - _J"'I“'I'i"':;:' General Ded rp—
Taken  Subset D Taken  Subset i

¥ Add ||l Include History Cormect History

10
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The status, approver, and approve date and time fields will populate after you click the Approve button.

CU Reported Time Summary

Earnings Begin Date 08/022015 Earnings End Date 08/15/2015

Pay STU Student Workers
Group:

Company: CU  University of Colorado

Department: 51000 Employee Services

Reported Time Summary Personalize | Find | 2] &

Employee Details || Batch TimeSheets & Leave Details | OneTime Payments | Regular Eamings

First (4 1-40fd & Last

sep
mect | O Tl I Name  Posifion  Businett supervisorin  RepontsTo  BNRUD speeqrype Check Entry Type Status  Approval Date Approver Name Date Time Modified A
102872015 10282015
1@ 212855 [ 00713602 usvs 00701285 A2 Balch Timeshee Approvea 10282015 BrownLaurenshelley  (10Z8RCE 0
10282015 10282015
2 267650 0 2 00715627 usys 00669328 FA2 Bach Timeshee Approved 10282015 BrownLawenshenley (G220 SORGACIS

To add employees to the batch in HCM:

1. From the HCM Community Users dashboard, click CU Time Collection.
2. From the menu, click CU Employee Reported Time.
3. Search by Employee ID and earnings begin/end dates.

CU Reported Time

Enter any information you have and click Search. Leave fields blank fo

Find an Existing Value Add a Mew Value

Search Criteria

v

[19/01/2015
09/30/2015

Earnings Begin Date| =
v |

Earnings End Date | =
Company | begins with ¥ |

20 EE

Pay Group | begins with v |

Department| begins with v |
Empl ID| begins with v 188553
EmplRecord[= v

v

| Include History L Correct History

Search Clear Basic Search [ Save Search Criteria

Mo matching values were found.
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4. If a line with the correct earnings begin/end dates, company, pay group, department and employee

record is not available, click the Add a New Value tab to add a line. Add a value for any field that did
not populate or did not populate correctly.

CU Reported Time CU Reported Time
Find an Existing Value Add a New Value Find an Existing Value Add a New Value
Earnings Begin Date 09/01/2015 |[5) Earnings Begin Date 09/01/2015 |
Earnings End Date 09/30/2015 |[5) Earnings End Date |09/30/2015 |[3)
Company Q Companyjcu  |Q
Pay Group Q Pay Group usx |Q
Department Department 51000
Empl ID 188553 Empl ID 188553
Empl Record i Empl Record [
Add Add

5. When the information is correct, click Add. The system displays the Employee Details screen.

6. From the Entry Type dropdown, select an entry type and select the correct tab to enter the pay (fields
on the corresponding tab will open up as appropriate based on the entry type you choose).

Note: If you have not chosen an entry type, no fields will open on any tab.

vorites + ‘ MainMenu~ > CUTime~ > CUEmployee Reportad Time

. . User: BROW001918 on Database: HCMSP3
University of Colorado

Boukdor | Colorado Springs | Denvor | Anschutz Modicsl Campys

U Reported Time

Earnings Begin Date  09/01/2015 Earnings End Date (09/30/2015

Company CU University of Colorado Pay Group USX University Staff Exempt

P 51000 Empl Services

EmplID 188553 Empl Record 0

Employee Reported Time Details

Personalize | Find | &0 | 2 First ‘4 1of1 &) Last
Employee Details Batch TimeSheets & Leave Details OneTime Payments Regular Eamings

Seq Nbr ?:c\e oateh Positon Busines jobCode  SpeedType S°P Check *Entry Type Status ApproverName  ApprovalDate et ™ Date Time Created
1 [T | Needs Approve v 110;591%0;': [+ [=]
Navigate Back to Summary Page ﬁ;‘sg;m?g;iet
E Save | |[Z] Notify :;Iz:';::Denummn [Eh Add ¥] Update/Display ﬁ Include History ./ Correct History

OneTime Payment
OneTime Tax
Regular Eamnings
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Example: Choosing One Time Payments as below will open up fields on the OneTime Payments tab.

CU Reported Time
Earnings Begin Date 09/01/2015 Earnings End Date 09/30/2015
Company CU University of Colorado Pay Group USX University Staff Exempt
Department 51000 Employee Services
EmplID 188553 Empl Record 0
Employee Reported Time Details Personalize | Find | \ @ First ‘&) 10f1 ‘& Last
Employee Details Batch TimeSheets & Leave Details OneTime Payments Regular Earnings
off ; ;
Seq Nbr gynle R?::"‘“g i“:r":‘;e"’ B“”‘Lf:; Job Code  SpesdType 2P C"ﬁ;‘: “Entry Type Status  ApproverName  Approval Date %“;‘;;":“,‘* Date Time Created
10 OneTime Paymen v | | Needs Approve v 11032%%5 Iﬂ Iﬂ
Navigate Back to Summary Page
CU Reported Time
Earnings Begin Date 09/01/2015 Earnings End Date 09/30/2015
Company CU University of Colorado Pay Group USX University Staff Exempt
Department 51000 Employee Services
Empl D 188553 Empl Record 0
Employee Reported Time Details Personalize | Find | 2| First 4/ 10of1 ‘&' Last
Employee Details Batch TimeSheets & Leave Details OneTime Payments Regular Earmnings
Off . - ; - General
Seq *Eamings  Additional Tax Deductions Deduction . General Ded
Npr Sycle Code  Pay Shift Periods 2% Method Taken Subset ID Ded“?;f{:: Subset ID Amount
10 Q[ ] v ]| v [ ] L4l
Mavigate Back to Summary Page
[§l save ||[=] Motify Ek Add || 5 Update/Display ﬁ Include History f—? Correct History

7. After adding and saving all appropriate information, click on Navigate Back to Summary Page. Select
and approve rows as appropriate.

Mass Approving Reported Time

You may also use CU Mass Approve Reported Time to approve, deny or change off-cycle status on your

batch.
1.

2. From the menu, click
3
4.
5

upload.

From the HCM Community Users dashboard, click CU Time Collection.

CU Mass Approve Reported Time.

In the Company field, type the company (usually CU).

From the Entry Type dropdown, select Batch Timesheet.

In the date fields, enter the earliest Earnings Begin Date and the latest Earnings End Date in your

13
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6. Enter the Batch Run ID you used for the upload.

7. Click Search.

Favorites = | Main Menu - > CUTime > CU Mass approve Reported Time
. M7 University of Colorado RURSY Search o
Boulder | Colorado Springs | Denver | Anschtz Medical Campus
CU Mass approve Reported Time
*Company CU |G
*Entry Type | Batch Timesheet v
*Earnings Begin Date: 03/01/22016 |5 *Earnings End Date 03/31/2016 |[5]
Batch Run ID [CR8
Search
Select Earnings Begin Date  Eamings End Date Grm]’ EmplID Empl# Seq Nbr Dept Pay Run ID g'cla?
1 & 03/012018 03/31/2018 F12 100407 1} 110080 033116
2| & 03/01/2016 03/31/2016 F12 100562 0 1 10080 033116
3 & 03/012018 03/31/2018 F12 100705 1} 110080 033116
4 ¥ 03/0172016 03/31/2018 F12 102979 0 1 10080 033116
5 ¥ 03/012018 03/31/2018 F12 103018 1} 110080 033116
6« 03/0172016 03/31/2016 F12 103016 0 2 10080 033116
7 03/01/2016 03/31/2018 F12 103323 3 1 10080 033116
8 v 03/012016 03/31/2016 F12 103324 0 1 10080 033116
9 v 03/012016 03/31/2016 F12 103569 1} 1 10080 0331186
10 ¢ 03/0172016 03/31/2016 F12 103569 0 2 10080 033116
Select All Deselect All Flip ta OffCycle/OnCycle
Approve Deny

HCM Step-by-Step Guide

Up to 10 of your entries will initially appear. To verify that all have uploaded, scroll to the right (see

below).
Home Add to Favorites Sign out
HCMTST All v Search Advanced Search
Personalize | Find | View All | £V L: First 4 1100127 ' Last
Payable Status OperatorID 11 va) Date Datetime Created Datetime modified
Approval -

Needs Approval
Needs Approval
Needs Approval
Needs Approval
Needs Approval
Needs Approval
Needs Approval
Needs Approval
Needs Approval

Needs Approval

04/04/16 2:00:07.000000PM
04/04/16 2:00:08.000000PM
04/04/16 2:00:08.000000PM
04/04/16 2:00:08.000000PM
04/04/16 2.00.08.000000PM
04/04/16 2.00:08.000000PM
04/04/16 2.00.08.000000PM
04/04/16 2:00:09.000000PM
04/04/16 2:00:09.000000PM

04/04/16 2:00:09.000000PM

04/04116

0:07.000000PM

2:00:0
04/04/16 2:00:08.000000PM
04/04/16 2:00:08.000000PM
04/04/16 2:00:08.000000PM
04/04/16 2:00:08.000000PM
04/04/16 2.00.08.000000PM
04/04/16 2.00.09.000000PM
04/04/16 2:00:09.000000PM
04/04/16 2:00:09.000000PM

04/04/16 2:00:09.000000PM

b

8. Click View All if you want to see all entries at once.
9. Scroll to left and right to verify entry information.

10. Scroll back all the way to the left.
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HCM Step-by-Step Guide
11. Use the Select All link (bottom left) to choose all of your entries. You may approve, deny or change
the off-cycle status for all of these entries at once.

Favorites « Main Menu > CUTime~ > CU Mass approve Reported Time

University of Colorado ... srow001918 on Database: HCMTST

Bouider | Colorado Sgrngs | Denver | Asschuts Medcal Campun

“Earnings Begin Date: 01012016 i *Earnings End Date 03/312016 [y

y

Batch Run ID LSBO13116A

[ Search |

Select Eamings Begin Date Earnings End Date Cﬂ:l;‘; Empl ID Emplz ;(h(: Dept Pay Run ID gf,/’cle >
01/012016 01/31/2016 CLX 100018 0 10 10450
2 01017220 0 CLX 100018 0 11 10450
3 01012016 0 CLX 105449 0 14 10450
4 01012016 01/31/2016 CLX 105449 0 15 10450
5 01/01/2016 01/31/2016 CLX 105449 0 16 10450
01/0120 0 CLX 107168 0 18 10450
7 010122016 0 CLX 107168 0 19 10450 v
8 01/01/2016 01/31/2016 CLX 125799 0 7 10743 4
9 01/01201% 01/312016 CcLX 125799 0 8 10743
10 010122016 01/312016 coT 118181 0 12 10450
Select All Deselect All Flip to OffCycle
Approve Deny

Note: Once a record has been approved, subsequent changes can be made, but will not automatically remove
the approval. Records may be denied or returned to Needs Approval status by clicking an employee ID
and using the dropdown menu in the Status field, and may be edited up until the time that the record is
sent to payroll for processing. At that point the record is frozen and may not be edited further.
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