
Human Capital Management  

Workshop 
Summary—Part 2 

Presenter
Presentation Notes
This summary provides content from the HCM Workshops for those that want to  review what’s new and what doesn’t change with the upgrade of HRMS to Human Capital Management (HCM).



Contents: 
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Summarized content from the following workshops: 

HCM Transactions 

Paying People 

Reports 



Human Capital Management  

Transactions 



Review: Transaction Pages and 
Approvals 
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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.



HCM 
Managers and  

HCM Dept. Users 
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Update Job Data 

Update Funding 

Update Position 
 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 

Non-Person 
Profile  

 

Managers and  
HCM Dept. Users 

Presenter
Presentation Notes
Continued from previous slide.
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Expand and collapse 
sections 

Fields for data users 
can change See Current Value 

52000 

Example of Transaction Page—Position Change 

Expand and collapse 
sections 
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Example of Workflow Progression 

Presenter
Presentation Notes
Workflow starts with Initial, or initiate, then progresses through to those individuals selected to review and approve transactions, to the system update and audit.



Hiring Today 
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1. Create Position 
2. Create Funding 
3. Approve Funding 
4. Approve Position 
5. Recruit 
6. Enter Hire Data (personal 

data, job data, 
employment data) 

7. Approve 

• Updates made 
to multiple 
tables 

• Must navigate to 
make changes 



Hiring Tomorrow 
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1. Enter Transaction 
a. Create/Modify Position 
b. Select Non-Person Profile 
c. Funding 
d. Route for Approval 

2. Once approved, data uploads  
to CU Careers 

3. Recruit 
4. Enter Transaction 

1. Complete hire in HCM 
2. Route for Approval 

5. Once approved, personal data uploads to HCM 

• Several updates 
through one 
transaction 

• Approval 
triggers the 
updates to 
tables 



Terms You Will Hear 
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ePAR – Electronic Personnel Action 
Request 
 
SmartERP – Third-party provider that 

delivers packaged solutions to 
streamline business processes 
 
Transaction pages – Areas within 

HCM where users perform data entry 



New Tool Bar 
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Presenter
Presentation Notes
People in the approval workflow can perform the following tasks when reviewing a transaction:

* Collaborate with others in the approval workflow, asking questions or confirming information.
* Attach documents related to the transaction the provide justification or reasons behind a change.
* Print the transaction details.
* View who is in the workflow as approvers.
* Approve the transaction, which allows the data to be processed and added to the appropriate data tables.
* Deny the transaction, which sends it back to the initiator for correction or additional details.
* Hold the transaction, which keeps the transaction with the reviewer until it is approved or denied.
* View the lifecycle of a transaction from initiation through approval.
* Preview the results; which tables are impacted by data.




Action Reasons 
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Each transaction is driven by an Action Reason combination. 
 

The number of combinations has been reduced significantly. 

Action Action Code 
 

Action 
Reason Code 

Reason Description 

Hire  HIR HIR  New Hire 

Rehire REH REH Rehire 

REH RAP Reappointment 

REH REI Reinstatement 

Presenter
Presentation Notes
Action Reasons are important as they drive what happens and what transaction a user will generate.




Transactions: Non-Pay 
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Presenter
Presentation Notes
All of the transaction pages will be available through the portal.  Transactions are divided into those that impact pay and those that don’t impact pay.




Transactions: Pay 
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Non-Pay Actions 
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• Job Change 
• Job Change, 

includes position 
change 

Change Appt End Date, 
FLSA Change, Update 
Service Dates, Change 
Paygroup, Other 

Change Appointing Authority, Reports To, Working 
Title, Faculty Promotion, Job Reclassification, Location 
Change, Other 

All Terminations, including Term for Cause, Death, 
Disability Retirement, End of Appointment,  Exhaustion 
of Leave, Job Abandonment,  Layoff, Not Eligible for 
Rehire, Other, Probationary Rejection, Resignation and 
Retirement 



Non-Pay Actions 
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Change dates on a contract or contract pay 
types (9 pay 9, 9 pay 12, etc) 

Mass Terminations of employees 
whose Appointment End Date has 
been reached 

Put an employee on a Short 
Work Break, Leave of 
Absence, or Paid Leave of 
Absence (Sabbatical) or 
Return them from one 



Pay Actions 
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One Time Payment or a 
Recurring Payment 

Hires, Rehires, and Reappointments; 
This can come from CU Careers or be 
entered manually 

Prepare a position for recruiting or 
a new employee.  Can be a vacant, 
inactive, filled, or new position. 
Also where you can have HCM send 
the position to CU Careers. 



Pay Actions 
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Enter funding changes 

Change for an existing employee, 
including Demotions, Promotions, Temp 
to Regular changes, Move to a new job 
family, Base Pay changes, Percent of time 
changes and Temporary pay rate changes 
not done as a recurring payment 

Transfer an employee from one 
department to  another department 



Workflow/Approvals 
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Self- Approvals are Limited: 
• POIs 
• Funding Distribution Changes  

(Department Budget Changes) 
• Some Terminations – Resignation 
• Some Leaves – Short Work Break 

• Set by Campus (Business Unit)  
• Based on the Job Family (Classified Staff, Faculty, 

Undergraduate Students, etc.) 
• Determined by Non-Pay or Pay Action Reason 

combination 

Presenter
Presentation Notes
Depending on your campus, self-approvals may be further limited or not allowed.



Workflow/Approvals 
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Action: Hire (and Transfer) 

Action: Contract Pay 

Initiate 
Dept. User or Manager 

Approve 
Employee Services 

Approve 
HR (Final Approver) 

HCM 

Tables Updated 

HCM 

Tables Updated Initiate 
Dept. User or Manager 



Workflow/Approvals 
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Action: Job Change with Pay Change 

Initiate 
Dept. User or Manager* 

*Note: 
UCCS-Manager Approves;  

does not Initiate 

Approve 
Appointing Authority* 

*Note: 
UCCS Only 
And  
CU-Boulder  
(Classified Staff only) 

Approve 
HR (Final Approver) 



Workflow/Approvals 
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Presenter
Presentation Notes
You can view the approval workflow and add people to the workflow.



Workflow/Approvals-Approval Inbox 
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Presenter
Presentation Notes
An inbox lets you see and manage the approvals you are assigned to.



Workflow/Approvals-Personal Data 
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Workflow/Approvals-Job Data 
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What We Looked At… 
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• We initiated transactions. 
• We saw the transactions go through 

workflow approvals. 
• We saw the updates in the tables. 

• HCM tables are updated after approvals are completed. 
• Each campus determines the workflow process. 
• Structured labs will offer opportunities to practice working with transactions. 

Key Concepts to Remember: 



Human Capital Management  

Paying People 



Time worked 
Leave usage 

Benefit elections 

W4 
Direct Deposit 

Transactions that Impact Pay 
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Payroll 
Funding data 

Job (salary) FICA 

One time payments 
One time deductions 

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



HCM 
Managers and  

HCM Dept. Users 
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Update Job Data 

Update Funding 

Update Position 
 Data 

Job Data 

Position Data 

Funding 

 

 

 

Update Time 
• Corrections 
• One-Time Pays 

 Payroll 

Presenter
Presentation Notes
Review of Transactions--Key points:

* No more batching for payroll – following slides have more detail

* No proposed rows in job data – means everything must be approved by payroll in order for it to be paid.




PayGroups are Changing 
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PayGroups Today: 

• Still have different 
PayGroups for monthly and 
biweekly cycles 
 

• PayGroups based on 
jobcodes and similar 
benefits 

• MON – All employees 
paid on a monthly cycle 
 

• BW – All employees 
paid on a biweekly cycle 

 

PayGroups Tomorrow: 

Presenter
Presentation Notes
PayGroups will be based on jobcodes and similar benefits such as overtime or leave eligible.



Why PayGroups are Changing 
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 Having more than just two paygroups 
eliminates  many customizations.   

 Allows us to use HCM as intended for 
Payroll Processing. 

 Allows for more accurate leave accrual 
processing for employees that have more 
than one job. 



5 Bi-Weekly and 11 Monthly PayGroups 
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PayGroup Descr Frequency 

Regular 
Earnings 

Code Overtime  Code 

Eligible for 
Leave* 

FRI Faculty Recreation Instructors Biweekly RGS OTP N 

STG Student Faculty (bw) Biweekly STS SOT N 

STP Stipends Biweekly SP1 STP N 

STU Student Workers Biweekly STH SOT N 

TMP Temporary - OT Eligible Biweekly REG OTM N 

CLX Classified Exempt Monthly RGS OTP Y 

COT Classified OT Eligible Monthly RGS OTM Y 

F12 12 Month Faculty Monthly RGS OTP Y 

FOT Other Faculty Monthly RGN OTP N 

MON Faculty - Contracts Monthly RGN OTM N 

RES Residents Monthly RES OTP N 

SPD PreDoc & Stipends Monthly STP OTP N 

STM Student Faculty (mo) Monthly STS SOT N 

UOT University Staff OT Eligible Monthly RGS OTM Y 

USN University Staff Exempt - N/L Monthly RGN OTP N 

USX University Staff Exempt Monthly RGS OTP Y 

Presenter
Presentation Notes
In the end we will have 5 biweekly paygroups and 11 monthly paygroups.



MyLeave 
Upgraded and Enhanced 
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HCM 
More tightly integrated with HCM 

Mobile friendly 

Apple compatible (doesn’t use Java) 



MyLeave 
Upgraded and Enhanced 
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Allows retroactive transactions; loads to payroll 

Batching not required to load transactions 



MyLeave 
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Employees can enter time. 
(Captivate demo) 

Presenter
Presentation Notes
MyLeave will look and act very much the same as it does today.  



MyLeave 
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Additional Payments 
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HCM now has two types of Additional Payments: 

One-Time Payments 

Recurring Payments 



Additional Pay: One-Time 
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One-Time Payments:   
 Single payment to an employee  
 Bonus, Award, etc. 

Replaces the One-Time Pay batches that were done previously. 



Additional Pay: Recurring 
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Recurring Payments:   
 Able to make payments to employee over 

several months 
 All non-base building MCOPs will be recurring 

payments 
 ADMSTP – Administrative Stipend 
 SUPPLE – Supplemental Pay 

Can also be used for Temporary Pay Differential 
 Break out pay (earnings) on an employee’s pay statement 



One-Time Payments 

41 9/22/2015 Employee Services 

• Online form 
• Route for approvals online 

(Or attach them) 
• Once approved, automatic 

flow to the next payroll 

One-Time  
Payments Tomorrow: 

One-Time  
Payments Today: 

• Complete paper form 
• Route for many approvals 
• Create time collection 

batch 
• Enter data 
• Approve batch 



CU Time Process 
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Employee enters 
time into MyLeave 

Manager approves 
in MyLeave 
 

Time Collection Today: 

Presenter
Presentation Notes
Time Collection Today
1) Employee enters time into MyLeave
2) Manager or delegate approves it in MyLeave



CU Time Process 
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Dept. user creates time 
collection batch 

HRMS 

Dept. user uploads 
data from MyLeave 

Dept. user reviews 
and updates data 

Presenter
Presentation Notes
Time Collection Today, continued…
3) Department User creates a time collection batch
4) Department User uploads transactions from MyLeave
5) Department Users review/make updates to data



CU Time Process 
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Dept. user finds 
someone to 

approve the batch 

If approved on time, 
processed in next 

payroll 

If not approved on 
time, Dept. user has 

to redo for next 
payroll 

Presenter
Presentation Notes
Time Collection Today, continued…
6) Department User finds someone to approve the batch 
7) If batch is approved on time, it will be processed in the next payroll.
8) If batch is not approved on time, Department User has to redo the process for the next payroll process.



CU Time Process 
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 Time Entry Tomorrow: 

Employee enters 
time into MyLeave 

Manager approves 
in MyLeave 
 

Dept. user can review/update 
by deadline 

HCM 
Time is loaded into 
next payroll 

Presenter
Presentation Notes
Time Tomorrow:
1) Employee enters time into MyLeave
2) Manager or delegate approves it in MyLeave
3) Time is loaded into next available payroll (on or offcycle)

Department User can review/make changes – if needed – by deadline
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Payroll Inputs 
Payroll Data 

One Time 
Taxes 

Batch 
Processing 

Payroll 
Processing 

Reported 
Time 

Tables 
 
 
 

(Raw Data is Stored) 

Load 
Approved 

Time 

One Time 
Deductions 

Corrections 

One Time 
Payments 

Exception 
Time 

Worked 
Time 



New Time Upload Summary 
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 • Earnings Begin and End Dates required 

• You still manually add employees into the  
Reported Time Summary for loading into payroll 

• Batch uploads still possible whenever ready and approved  
(no longer an overnight feed) 

• If Oncycle payroll has passed, approved transactions pull into the next 
Offcycle or Oncycle payroll 

• Oncycle payroll pulls only approved transactions for that payroll 

• Time entered and approved at any time 



Reported Time Summary 
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Reported Time Summary 
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Contract Pay 
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Enhanced Features: 
• Specify how to prorate a mid-contract pay rate change 

• Display details of what has been paid, yet to be paid 

Mid-Contract Pay Rate Change Options: 
• Increase amount  can now be paid over the remaining months of the contract 

Or 
• Increase amount (from the periods already paid) can be paid as a lump sum 



Contract Pay 
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555555 



Contract Pay 
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On and Off Cycle Payroll   
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 Not Changing - Same Schedule as Today 
 On Cycle Payroll  

• Running of regular payroll cycles – monthly or 
biweekly 

 Off Cycle Payroll  
• Running of payroll between regular processes 
• Will not need batching 
• Have approved transactions in the Reported 

Time Table by the deadlines 



New for 9.2 
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Termination for Cause payments paid through 
direct deposit as needed 

Some payments may be processed as 
a separate check 

New Earnings Codes are Coming  
• Better ways to record Family Medical Leave  
• Additional values to better split out pay 
 Temporary Pay Differentials 



Payroll Reports 
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Most common payroll reports still available: 
• Payroll Register 
• Pre-Payroll Time report–what is ready 

for submission 
• Post Payroll Report of Time–what was 

processed on the payroll 
• Employee Compensation History 
• Unapproved Time 

Reports in Cognos, PS Query or as a PeopleSoft Report 



What We Looked At… 
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• Only approved pay transactions are loaded to payroll 
• Enter and approve time changes anytime – before or after payroll 

Key Concepts to Remember: 

• Changes to Paygroups 
• Improved Time Collection 
• Enhancements to MyLeave  
• Review of Time Data 

• On and Off Cycle Pay 
• Contract Pay 
• Payroll Reports 



Human Capital Management  

Review and Reports 



WorkCenters 
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WorkCenters 
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Quick access to 
frequently used 
items 

• Queries 
• Reports  



WorkCenters 
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Can also navigate 
using the Main 
Menu – same as 
today 



Reports Today vs. Tomorrow 
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• Produced using an 
outdated  tool 

• Some reports are 
duplicates 

• Candidate and 
requisition data comes 
from PeopleAdmin 

Reports Today: Reports Tomorrow: 
• Adding a new tool and updating 

others 

• Duplicate reports will either be 
consolidated or removed 

• Create configurable reports using 
PS Query 

• CU Careers has a new tool for 
reporting candidate and 
requisition data 



Types of Reports  
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CU Careers 
• Oracle Business Intelligence 

• PeopleSoft Reports  

• PeopleSoft (PS) Query  



When to Use CU Careers Reports 
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Previously used in PeopleAdmin (Jobs@CU) 

Candidate Information 

• Identify Internal Candidates 

• Identify Hired Candidates 

• Candidate timeframe in step/status 

Requisition Data 

• Time posted 

• Posting Source 
• Number of candidates 

per requisition 

• Requisition aging 

Presenter
Presentation Notes
CU Careers will have a reporting tool that primarily reports on Candidate and Requisition data.  We can create reports and metrics that show Time to fill, Internal Candidates, Requisition aging, etc.



Types of Reports Available in 
CU Careers 
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• Time To Fill 

• Candidate Details 

• Requisition Details 

• Attachments 

• Candidates Hired 

• More to Come! 

Presenter
Presentation Notes
Here is a current list of reports that will be delivered with CU Careers.  We will slowly be rolling out new reports based on feedback from the campuses in regards to what kind of candidate and requisition information they would like to see.



Time To Fill Report 
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Presenter
Presentation Notes
The time to fill report will help show the amount of time a requisition took to fill.  The report is based off the first “posting date” or the date the requisition was posted to job boards, and the “filled date” or the date a candidate was dispositioned to the hire/hired status.  Logic has been incorporated in the report to show green which means the requisition was filled in less than 60 days, yellow for a requisition that was filled between 60 – 90 days, and red for any requisition that took longer than 90 days.  Of course we can modify the logic and color codes =)



Ability to Export Reports 
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PDF Document 

Other Formats: 

Presenter
Presentation Notes
This is what the time to fill report would look like if it was exported to a PDF document.  This then makes it easy to attach and email to the appropriate parties.  We also have the ability to export to PDF, Excel, PowerPoint and various other file types.



Attachments Report 
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Letters, Resume, and Cover Letters 

Transaction dates show latest updates by candidate 

Presenter
Presentation Notes
The attachments report was created to help determine the attachments a candidate/referee/recruiter has added to a candidate’s profile.  There is an accompanying time stamp to help show if a revised document was submitted at a later date.



Cognos Reports 
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Cognos—Pre-defined delivered reports. Best choice for longitudinal reporting 
and analysis of data trends. 

Advantages 
o Pulls in data from Finance,  

CU-SIS, and HCM 
o 15 years of data available 
o Scheduling and distribution is 

available 

Disadvantages 
o Data is one day old 
o Less flexible than PS Query 
o Reports are written by ES 

staff 



How to Run a Cognos Report 
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How to Run a Cognos Report 
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Cognos Report Options 
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Report options are located in the top right corner  



PeopleSoft Reports 
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PeopleSoft Reports—Pre-defined delivered and custom reports that are 
available within PeopleSoft. 

Advantages 
o Uses real-time data 
o Complex logic 
o Many will be available day 1 
o Scheduling and distribution 

is available 

Disadvantages 
o Run through Report Manager 
o Requires HCM user credentials 
o Changes to reports require a 

technical resource 



Available PeopleSoft Reports 
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Delivered 

• Vacant Position 
Report  

• Position Status 
Report 

• Emergency Contacts 

• Employee Birthday 
Report 

• Many more! 

Custom 

• Employee 
Compensation 

• Payroll Register 

• Time Report 
(listing of all time 
and leave reported 
in a payroll) 

• Many more! 



How to Run a PeopleSoft Report 
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If prompted, enter report parameters, and then 
click run. 



How to Run a PeopleSoft Report 
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Choose desired format from available and click OK. 



How to Run a PeopleSoft Report 
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Sample PeopleSoft Report 
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PS Query 
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PS Query—Ad hoc reporting tool delivered within PeopleSoft that lets you 
find and run existing reports, or define and run your own reports.  

Advantages 
o Uses real-time data 
o Ability to drill down 
o Can be created by all users 
o Scheduling and distribution is 

available 

Disadvantages 
o Requires an understanding of 

PeopleSoft table structures if 
creating your own query 

o Requires HCM user credentials 
 



Available PS Queries 
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• CU_DEPARTMENT_TBL 

• CU_FUNDING_SUSPENSE 

• CU_TRAINING_REPORT 

• CU_PERSONNEL_ACTIONS_REPORT 

• CU_POI_REPORT 

• Many more! 



How to Run a PS Query 
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From the WorkCenter: 



How to Run a PS Query 
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Results are shown in the display window 



How to Run a PS Query 
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From Query Manager: 

Run to HTML opens results in a new tab – can also run directly to Excel 



Sample Report w/ Drilldown  
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Default Location field has been 
linked to the Location Code query 



Sample Report w/ Drilldown 
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Clicking the drilldown link from Default Location 
opens a new tab with the location information 
for that Location Code 



Summary Comparison of  
Reporting Tools 
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 Report Features CU Careers Cognos 
PeopleSoft 

Reports 
PS Query 

Real Time Data             Near (30 min) 

Pre-Defined/Delivered Reports              

Ad Hoc Data 

Scheduling and Distribution 

Built-in Analysis Tools 

HCM User Credentials 



How Reports Will Evolve 
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• More reports will be added 

• Cognos will eventually  incorporate CU Careers and time collection 
data!  

• Increased agility means reports can evolve faster 



Reports Resources 
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http://www.cu.edu/employee-services/query 

• PS Query Introduction video  

• List of available CU queries and tables 

• HRMS Security Access Form 

 

For questions concerning HCM data 

Email: hcmdata@cu.edu  

http://www.cu.edu/employee-services/query
http://www.cu.edu/employee-services/query
http://www.cu.edu/employee-services/query
http://www.cu.edu/employee-services/query
mailto:hcmdata@cu.edu


What We Looked At… 
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• WorkCenters – a new, easy-to-use tool 
• New and different reporting tools 

o CU Careers – Oracle Business Intelligence 
o Cognos 
o PeopleSoft Reports 
o PS Query 

• CU Careers is the new home for reports that used to be run in PeopleAdmin 
• There are many reports and queries available 
• If you need assistance, just ask! 

Key Concepts to Remember: 



Thank You 

89 

• 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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