
Human Capital Management  

Workshop Summary 

Presenter
Presentation Notes
Review what’s new and what doesn’t change with the upgrade of HRMS to Human Capital Management, or HCM.
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Summarized content from the following workshops: 

HCM Overview (concepts) 

Non-Person Profile 

CU Careers 



We Heard You 
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Presenter
Presentation Notes
We heard you!  Many of you were surveyed or interviewed last summer on the effectiveness of Employee Services and other HR functions.  The feedback fits into the larger vision of how CU is going to conduct HR business – more efficient, more transparent, and higher data integrity.



Why Change? 

Current Struggles 
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Opportunities 
• Legacy maintenance 
• Falling behind 
• Unable to attract 

employees 
• Changes pushed through 
• Errors in data 

• As delivered enables 
updates 

• Transaction pages 
improve quality 

• Approvals ensure 
accuracy 

• More agile environment 

Presenter
Presentation Notes
What do we currently struggle with? What are the opportunities if we change? 
Struggles: Legacy system means continued maintenance and inability to apply updates.  Without the updates, we fall behind. Prospective employees expect instant and mobile information—more difficult to attract these people. Changes are too easily pushed through without approval or oversight. Lack of approval oversight has generated significant errors that take considerable time and effort to correct. 
Opportunities: Implementing the system as delivered, or without customizations, reduces overhead and enables updates. Using transaction pages (forms) provides for improved data quality. Approval workflows ensure more accurate and complete data entry. Being able to quickly implement updates provides for a more agile environment.



HRMS and HCM 
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Tomorrow 
• Employees or Managers can initiate 

data transactions 
• Department Users and HR review 

and approve changes 
• Tables reflect only approved changes 
• HR helps get the data right 

Today 
• Department Users 

or HR  Staff enter 
data 

• Tables reflect 
changes 
immediately 

Presenter
Presentation Notes
Today HR enters data changes directly into tables in PeopleSoft. With the upgrade, employees and managers will be able to initiate transactions; HR will review them or approve them. The result will be that HR helps us to get the data right and demonstrate value to managers through approval feedback and collaboration.



Example of Change 
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Currently: 
• Requests are email, paper-

based, verbal 
• Justification not included 

Future: 
• Managers initiate change 
• HR reviews/approves 
• Streamlined; more complete 

Presenter
Presentation Notes
Currently: Requests for changes are paper-based, email, or sometimes verbal. The justification and history around decisions are both external to the system.  

In the Future: Managers can initiate changes and get feedback sooner.  PPLs can fill in the gaps where needed. The approval process includes notes for keeping history on decisions.  The process becomes more streamlined.
The world is changing!  While technology should not replace human interaction, it can facilitate the routine transactional work leaving more time for the meaningful work.




Employees Access 
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HCM 

Conduct  
transaction 

Home page 
Portal 

Employees 

Presenter
Presentation Notes
Employees will access HCM through their portal homepage.  



Managers and HCM User Access 
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HCM 

WorkCenter 

Transaction 
page 

Managers and 
Other HCM Users 

Portal 
Reports/Processes 

My Work 
Main 

Presenter
Presentation Notes
Other users will log in to HCM and select tasks from a WorkCenter.  Those users with review and approval authority will see pending approvals in their WorkCenter.  



New Concepts: Transaction Pages 
and Approval Workflows 
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Approval Workflows 

• Multiple changes on single transaction page. 
• Submitted changes are routed for approval. 
• Tables are updated after approval. 

Transaction pages 

• Review, reject, or approve requests. 
• Eliminates paper and email-based approvals. 

Presenter
Presentation Notes
Transaction Pages: Walk you through processes to ensure all the necessary data is entered, letting you submit changes to multiple tables. Your requested changes are submitted for approval.  Once approved, the related table records are added.  

Approval Workflows: Ensure that changes are reviewed before tables are updated; reducing errors and improving accuracy.
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Expand and collapse 
sections Open fields where  

users can change data See Current Value 

52000 

Example of Transaction Page—Position Change 

Presenter
Presentation Notes
Transaction pages will display only what you need to see depending on your access and will make only the fields a user is allowed to change open for editing.
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Example of Workflow Progression 

Presenter
Presentation Notes
As a transaction is routed, users will be able to see where in the process a transaction is waiting for approval or whether the update has been made.



New Concepts: WorkCenters 
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• Personalized work items. 
• Links to applications and web pages. 
• Access to role based queries. 

Reports/Processes 
My Work 

Main 

Approvals 

Links 

Transaction Area 

Presenter
Presentation Notes
WorkCenters: Instead of the navigational menu based on products or “pillars,” a WorkCenter provides a list of work tasks and processes related to your role and work. You can prioritize your work and find related tasks and web links.  WorkCenters provide one location, less navigation with fewer windows open.



What Types of Changes Can be 
Submitted to HCM? 
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Managers and 
Other HCM Users Employees 

Presenter
Presentation Notes
Depending on the user’s role, different types of changes can be submitted.



HCM     Employees (self) 
Time Worked 
Leave Used 
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Direct Deposit 
W-4 

Manager Approval 
Payroll 

Demographic data: 
• Address 
• Phone 
• Email  

Personal Data 

Benefit Elections Benefits 

•Paycheck 
•W2 
• Job/Salary 

Presenter
Presentation Notes
Employees can initiate transactions that impact multiple areas. Some require manager review and approval (time worked, leave).  



HCM Employees (self) 
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Person Profile: 
• Education 
• Competencies 
• Training Completions 

Person Profile 

Evaluation data: ePerformance 

Presenter
Presentation Notes
Employees can also update their person profile and evaluation data. The ePerformance features will be rolled out some time after the HCM go live.



New Concepts:  
Person Profiles and ePerformance 
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• Streamlines performance appraisals. 
• Collaborate on performance goals. 
• Review performance history. 
• Monitor the process and timelines. 

Person Profile 
• A person's skills, competencies, education. 
• Employees can update their own person profile. 

ePerformance 

Presenter
Presentation Notes
Person Profile: Describes a person’s skills, competencies, and other items such as accomplishments and performance.  Employees can update their own profiles.  When new employees are hired, HCM creates a person profile from data provided by CU Careers. 

ePerformance: A performance management tool that streamlines appraisals and allows managers, HR, and employees to collaborate on goals and evaluations.



HCM 
Managers and  

HCM Dept. Users 

Update Employee Data 
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Update Job Data 

Update Funding 

Update Position 
 Data 

Personal Data 

Job Data 

Position Data 

Funding 

 

 

 

Presenter
Presentation Notes
Many users will be able to initiate transactions, that upon review and approval, will update the system.



HCM 
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Update Non-Person Profile 
Data 
• Job Description 
• Competencies 
• Required Training 

Update Time 
• Corrections 
• One-Time Pays 

Payroll 

ePerformance 

Non-Person 
Profile 

Update 
Performance Data 

 

 

 

Managers and  
HCM Dept. Users 

Presenter
Presentation Notes
Many users will be able to initiate transactions, that upon review and approval, will update the system.



New Concept: Non-Person Profile 
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Job Description Non-Person Profile 
(aka: Position description) 

Position ID: 

Summary: 
Skills: 
Competencies: 
Responsibilities: 

Presenter
Presentation Notes
The Non-Person Profile, is much like the person profile, only it describes items related to a position, in addition to the job code, position, job family, or salary grade. When employees want to apply for a new position, the system will be able to see how well their person profile matches the requirements listed in the non-person profile.



What are Non-Person Profiles? 
Current Job Description 
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In HCM – Non-Person Profile 

Title 
Duties 
Competencies 
Qualifications 
Requirements 

Non-Person Profile 

Presenter
Presentation Notes
Currently our job descriptions are long, narrative documents or long descriptions found in PeopleAdmin (Jobs@CU) or just in a Word document.  

Moving forward, our job descriptions will be more of a drop-down selection of duty statements, competencies, qualifications, training requirements and other additional position requirements. The Non-Person Profile is what will become our Job Descriptions. 

There will be two types of Non-Person Profiles.  One as a historical record; A  one-time feed of PeopleAdmin data to Non-Person Profiles, and the other as the drop-down version. 

Transaction pages let us create the position and the profile on the same page so the Manager/HCM Department User/HR will not have to navigate to different pages. Enabling automatic transactions between integrated systems. (Less data entry)

Driving HR by position lets us define specific attributes of various positions and then move workers in and out of those positions. 



Position Profile: Where Data Came From 

Non-Person 
Profile 

CU Careers 

HCM 

HRMS 

Position Data 
Training Data 

Kene a X 

21 

(competency data) 

(Jobs@CU) 

Presenter
Presentation Notes
We currently keep position information in different locations.
For example, HRMS has Position Data and Training Data (HIPAA, Hazardous Material); Kenexa has job matches and competencies; PeopleAdmin has job summaries, duty statements, and other information about posted positions. This data will be migrated once in order to get the current job descriptions into HCM.

The Non-Person Profiles are set up to house all of this information in one location.



Position Data 
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HRMS Today HCM Tomorrow 
• Job Code 
• Supervisor (Reports to) 
• Salary plan/grade 
• Department 
• FLSA Status 

• Job Code 
• Supervisor (Reports to) 
• Salary plan/grade 
• Department 
• FLSA Status 

• HIPPA 
• Hazardous materials 
• Officer code 

Still part of 
Position 
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N
 

N
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N
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N
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• HIPPA 
• Hazardous materials 
• Officer code 

Now part of 
Non-Person 

Profile 

• Job Code 
• Supervisor (Reports to) 
• Salary plan/grade 
• Department 
• FLSA Status 

• HIPPA 
• Hazardous materials 
• Officer code 



Creating Positions Today 
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Jobs@CU 

Create/Modify 
position 

HRMS 

Approve 

Recruit and approve 
selection 

Only Position 
data is updated 

Hire, Approve 
(data entered 

manually) 



Creating Positions in the Future 
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Transaction Page Approve Non-Person Profile 
HCM data populates 
requisition in CU Careers 

HCM CU Careers 

• Recruit / Hire Personal Data to HCM • Approve 
• Complete Hire 

• Create/modify 
position 

• Define funding 
• Create Non-

Person Profile 



HCM 

Person Profile 

Non-Person 
Profile 

(Job Description) 

Non-Person Profile Interactions 
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ePerformance 
CU Careers 

Personal Data 

Presenter
Presentation Notes
This slide illustrates the interactions between Non-Person Profiles (aka job descriptions), and other HCM functionality and systems.

Non-Person Profiles are the foundation for these interactions. 
They feed duties and competencies to the individual Person Profiles and to ePerformance.  ePerformance will provide competency and proficiency data to the Person Profile.
In the future, Non-Person Profiles will serve as the foundation for career/professional development (identifying what competencies are necessary for a different job or career path.) and succession planning.  

Non-Person Profiles will also feed relevant position data to CU Careers for recruitment, which in turn will send data for the Person Profile upon hire.
Non-Person Profiles will house job specific training requirements and once the training is completed in SkillSoft, the completion dates will be updated in the Person Profile.

It is important to distinguish that Non-Person Profiles are tied to the work, while Person Profiles contain information about the skills and accomplishments of the person.  Employees will have the opportunity to go to their person profile and update Education completed, Competencies they’ve obtained and become proficient in (linked to ePerformance), training they’ve completed as well as Goals and Objectives; this will be used for employees to document and map out their professional development plans. 



Person Profile vs. Non-Person Profiles 
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Person 
Profile 

Non-Person 
Profile 

Position Data: 
• ID 
• Reports to 
• Funding 

Personal Data: 
• Name 
• Address 
• Contact Info 

Competencies: 
Proficiency 

Education 

Certifications 

Duties: 
Proficiency 

Competencies 
Needed 

Required 
Training 

Education 

Certifications 

Qualifications 

Duties 



Employee Professional Development 
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Person 
Profile 

Non-Person 
Profile 

Competencies 
Analytical 

Problem Solving 

Completed 
Training 

Education 
BA in Business 

Certifications 
None-CPA 
candidate 

Skills 
MS Access 
MS Office 

Competencies 
Analytical 

Problem Solving 

Required 
Training 

Education 
4 Year Degree 

Certifications 
CPA license 

Skills 
Quickbooks 
MS Office 

Next Job: 
Sr. Accountant 

Current Job: 
Accountant 

What Employee Possesses: What Job Requires: 

Presenter
Presentation Notes
Example comparison.



Job Families and Job Codes 
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University 
Staff 

Academic 
Services 

Finance and 
Accounting 

Jobcode1 

Jobcode2 

Jobcode3 

Jobcode4 

Jobcode5 

Jobcode6 

Presenter
Presentation Notes
There are several job families for University Staff and Classified Staff. 

A Job Family is a group of jobs involving similar types of work and requiring similar training, skills, knowledge, and expertise. For example, the Finance job family may include accountants, budget specialists, and investment analysts.  Jobs in a job family can be in different departments.

For HCM, we’re developing broad duty statements that will be included in these Job Family Profile Templates where people can remove duty statements that do not apply and add specific information related to that position. 

The Campuses HR Staff recently matched University Staff positions to Kenexa Survey data.  This matching assists with determining salary ranges for these positions.  In order to more effectively use this data, we will be developing new job codes (e.g., HR Recruiter, Benefit Coordinator, Compensation Specialist – as these may have different salary ranges based on market data) 




Sample of a Non-Person Profile 
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Position Summary Duties Essential Functions Core Competencies Job Competencies Qualifications 

ID Duties Percent 
of Time Sample of Work 

Duty Statement for Univ Staff 

FA_ACCT001 Prepares Balance Sheets, Profit 
and Loss Stmt, and other report 30 

Audits records of transactions affecting department accounts to 
ensure accurate assignment of debit and credits. Inspects 
monthly statement of accounts for cohesion with budget plans, 
purchase agreements, service contracts etc.  

29 

FA_ACCT001 

FA_ACCT002  Analyze Trends, costs, financial 
commitments and obligations 20 

Collaborates with Facilities Management to ensure project 
accounts are created and funded to support ongoing construction 
and maintenance work 

FA_ACCT003 
Predict Future Revenue and 
Expenses, adjust Accounts as 
Needed 

40 

Drafts annual budget and includes pertinent supplementary 
documents to the base revenue/expenditures consistent 
with budget plans to be submitted to the Vice Chancellor 
for Administration after approval 

FA_ACCT004 Review and Analyze Financial 
Reports 10 

Develops monthly budget reports for internal review using 
interpretation of historical and current financial data for 
dissemination by line (speedtype). Delivers approved reports to 
department supervisors 

Presenter
Presentation Notes
Non-Person Profiles in HCM will have tabs for specific information tied to a position and to the type of work done.

Templates by Employment Group:
University Staff
Faculty
Classified Staff

Position Summary 
Job Duties
Essential Functions
Core and Job Related  Competencies
Qualifications (minimum and preferred)
Training (required and job related)
Additional Information 
HR Only

This sample shows broad duty statements for an Academic Advisor.




Time worked 
Leave usage 

Benefit elections 

W4 
Direct Deposit 

Transactions that Impact Pay 

30 8/14/2015 Employee Services 

Payroll 
Funding data 

Job (salary) FICA 

One time payments 
One time deductions 

Journal 
entry (FIN) 

Paychecks/  
Advices 

Presenter
Presentation Notes
Both employees and HR can initiate transactions that impact pay.  Those changes then impact the data that comes out of payroll.



Interacting with HCM 
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3rd party 

HCM 

SkillSoft 

CU Careers 

Central 
Information 
Warehouse 

CIW 

Campus 
Solutions 

Finance 
$ 

Users 

Presenter
Presentation Notes
This slide illustrates the interactions between systems.
3rd party: Anthem, Wells Fargo and others.



Making Hiring Agile 
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HCM integrates with CU Careers 
• HCM sends position data to CU Careers 
• CU Careers sends hire data back to HCM 

Presenter
Presentation Notes
HCM integrates with CU Careers, which is the new online recruiting system that is replacing Jobs@CU (PeopleAdmin).



HCM and CU Careers 
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Define 
Position Approved? 

Rejected; 
returns to 
initiator 

Position data 
received 

Complete 
Hire/approval 

Edit req 

Post req 

Review 

Select 

Background 
check 

Offer 

Approved? 

Yes 
No 

Yes 

No 

Create 
employee ID Onboard 

• Position 
• Non-person 

profile 
• Funding data 

Update Status to Hired; 
Personal data sent to HCM 

Recruit 

Presenter
Presentation Notes
Here you see a flowchart for creating a new position.  Because the non-person profile defines the bulk of the requisition data in CU Careers, the non-person profile must be as accurate as possible for the interaction between HCM and CU Careers to be most beneficial.  Templates for non-person profiles will be available for Faculty, Staff, and Classified Staff positions. Data received by CU Careers is requisition data.
Data sent to HCM from CU Careers includes Name, Address, Education (personal data).



A little about CU Careers 
• Oracle product, compatible with HCM which is 

also and Oracle system. 
• Near real time feed between HCM and CU 

Careers. 
• Two Sites: Internal recruiting site and external 

site for applying. 
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Top 10 CU Careers Features 
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10. HCM integrations move information more 
seamlessly.  

• HCM sends data from the Non-Person Profile to CU Careers, 
which can be used to create a requisition. 

• Eliminates the need for the personal data worksheet. 

• Upon selecting a candidate, CU Careers sends personal 
information such as name, address, SSN to HCM upon which 
HR can complete the hire process. 
 
 



Top 10 CU Careers Features 
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View and link to: 

• All candidates 

• Requisitions 

• Outstanding offers 

• Outstanding action items and self-
assigned tasks. 

9. A welcome dashboard efficiently organizes the 
current state of recruiting activities. 



Top 10 CU Careers Features 
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8. The attachment preview  
function allows you to quickly view candidate 

attachments. 

Presenter
Presentation Notes
In CU Careers, you can view applicant attachments without clicking into or downloading them.



Top 10 CU Careers Features 
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7. Campus-specific templates can be used for 
communication to the candidate. 

Presenter
Presentation Notes
System Administrator managed templates can be customized to campus and department.
Templates can pull data from the candidate profile and/or requisition to make sending correspondence faster and easier.



Top 10 CU Careers Features 
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6. Interview invitations can be sent and added 
to Outlook calendars. 

Presenter
Presentation Notes
System Administrator managed templates can be customized to campus and department.
Templates can pull data from the candidate profile and/or requisition to make sending correspondence faster and easier.



Top 10 CU Careers Features 
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5. Integration with HireRight, lets you initiate 
and track background checks. 

Presenter
Presentation Notes
System Administrator managed templates can be customized to campus and department.
Templates can pull data from the candidate profile and/or requisition to make sending correspondence faster and easier.



Top 10 CU Careers Features 
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4. E-Offers allow candidates to electronically 
sign offer letters. 

Presenter
Presentation Notes
Campus and department specific templates are auto-populated with key job data to quickly generate an offer letter.
E-offer option is available allowing candidates to electronically sign offer letters.



Top 10 CU Careers Features 
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3. The CU Careers site provides candidates an 
intuitive experience. 

• Candidates can modify their submitted documents while the job is posted. 

• Application flow shows candidates their submissions progress. 



Top 10 CU Careers Features 
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Recruit: 

Direct Hire: 

2. The Candidate Selection Workflow (CSW) is 
simplified. 

Presenter
Presentation Notes
Structured workflow helps simplify the selection process.




Top 10 CU Careers Features 
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Report Types: 
• Attachments Report 
• Internal Candidates 
• Candidates Hired  
• Candidate and Requisition Details  
• Time to Fill  
• And more… 

1. Reports put recruiting data at your fingertips. 

Presenter
Presentation Notes
Candidate Details -  Report provides a listing of candidate, submissions and requisition attributes, based on a variety of user selected parameters
Candidate EEO Summary by Recruiting Status, Requisition – Report provides by requisition, a summary of candidates by historical recruiting status reached, race, ethnicity and gender
Candidate Offers Pending Approval – The report provides a listing of job offers that are currently in the pending approval status by aging
Candidate Summary by Recruiting Status (Time Spent in Each Status) – Report provides a summary of how long it takes to move candidates along in the recruiting cycle
Candidates Hired – The reports provides a listing of hired candidates
Candidates Requiring Attention (Based on Aging) – Report returns a listing of candidates that have been in a recruiting status for a certain amount of time.
EEO Summary by EEO Category – Report displays a summary of candidates by race, gender, ethnicity, and EEO category
Process Audits – Reports provides a summary of data points that qualify under a variety of system audits.
Requisition Pipeline Detail (Active Requisitions) – The report displays a listing of active requisitions along with a summary of candidates by various attributes
Requisition Pipeline Summary (Active Requisitions) – The report displays a summary of active requisitions by various dimensions
Requisitions Active Historical Snapshot – Report displays how many requisitions were in the sourcing status as of a user defined point in time
Requisitions Filled Details – Report displays a listing of filled requisitions along with a summary of candidates by various attributes
Requisitions Filled Summary – Report displays a summary of filled requisitions by various dimensions
Requisitions on Hold – Report provides a listing of requisitions that are currently in the “to be approved” status by aging.
Requisitions Pending Approval – Report provides a listing of requisitions that are currently in the “to be approved” status by aging.
EEO Report – Report provides detailed EEO information in regards to requisition and candidate
Attachments Report – Report provides information in regards to candidate submissions (attachments and date they were submitted)
Average time per User Group – Report provides information on the amount of time it takes from first sourcing to fill based off User Group (Faculty, Staff, etc.)
Internal Candidates – Report provides a list of all candidates that are internal based off requisition.
Time Since First Sourcing – Report provides the amount of time a requisition has been posted
Time to Fill – Report provides the amount of time it takes to fill a requisition.
Candidate and Requisition Details – Report provides detailed information on requisitions and candidates within requisitions and what step/status they are in. 



Requisition Details 
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• Ability to designate search committee 
• Specify required documents 
• Ensure posting language is correct 
• Add or remove pre-screening questions 

 

Presenter
Presentation Notes
Once the requisition has been fed over from HCM, the position can be edited. If you need to add clarifying language or enter pre-screening questions to help identify top candidates, you can.




CSW Steps: Recruit 
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Interviews 

2nd Interview HireVue Finalist Recommended for 
hire 

Under Review  

Under Review Letters of recommendation Selected for interview 

New 

To be reviewed Meets Minimum 
Qualifications Not Selected 

Presenter
Presentation Notes
Within the steps that candidates can move through are different statuses that a candidate can be placed into. For example, when a candidate is in the Interview step, you can choose to move them to different statues within the process. The candidate might be invited for a 2nd interview, or might be marked a a finalist for a search committee to review. 



CSW Steps: Offer 
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Hire 
Date of Birth and Social Security Number 

collection Hired  

Offer  

Offer to be Made Offer Approval 

Offer Checks 

Initiate background checks 

Presenter
Presentation Notes
Another example would be in the offer step. You can prepare to offer the letter and put the candidate in the Offer to be Made Status.



Confidential Letters of 
Recommendation 

48 



Thank You 
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• Email questions to: hcm_community@cu.edu 

• Subscribe to our blog at: 
 https://www.cu.edu/blog/hcm-community  

mailto:hcm_community@cu.edu
https://www.cu.edu/blog/hcm-community
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