Step-by-Step Guide
Supervisor Certification of ePERS for Employees

Supervisors can certify ePERs for terminated or active employees

If you are listed as having one or more “reports to” in the Human Capital
Management (HCM) system, you can view the ePERs (if applicable) of the
employees who report to you. You can also certify the ePERs for those

employees, whether they are currently active employees or terminated employees.

Certifying ePERs for employees who report to you

To begin the process, log in to your campus portal. On the CU Resources tab,
select NavBar, CU Resources, Business Tools, ePERS Supervisor.

You will see three search options:

e Current: ePERs for supervised
employees that need to be Current
certified. Active and terminated 207 e
employees will show in the same '
list. Click on a form to open the ecentieaon Requlred
individual ePER.
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