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Reviews and Reports

In HRMS :
Designed for quick reference within tasks
- Audlt!ng e -
* Funding and Suspense Search:
= Job Information | ®
. . [ My Favarites
= Payroll and Time Collection
~ Personal Information > Classified Staff Reports
inancial Aid Reports
= POSltlon [ Funding and Suspense
[= Job Information
=z RecrUItlng L“}F'aymll_andTime
Q Tralnlng I:;Eils;?:;%llinmrmatinn
[+ Recruiting
[ Training




Finding Review and Report Pages

e Simpleas, 2,3

Search
Enter search kevwords separated by a space. Use guotes for any phrases. For example:
Menu |E| Countries 'United States'
Search: (£)New Search ( Search Within Results
Cnmfengahnn Cnmpensatiun m Customize Settings
L= fulw Favuriies 4 Hide Summaries
Search Results
1 Joh Data
C Typeina Enter job infarmation including work location and compensation details.
key WOI’d - Home=wWorkforce Administration=Job Infarmation=Jokb Data
Compensation 2 Job Summary
Displays joh information and compensation rates far an employee.
Haome=yWorkforce Administration=Job Infarmation=Reviewy Job Information=Jokb Summary
d Click on 3 Job Summary
the Search Displays joh information and compensation rates for an employee.
button Furie=Fepuris & Feviewes=Jub i ornstion=dub Sunn ey

4 Time Entry Audit Report

. Feport time entries with rate or compensation overrides.
e Click on Home=\Workforce Sdministration=Workforce Reports=Time Ertry Sudit Report

the URL 5 mployee Compensation
(Link) >

Employvee Compensation
Home=Reports and Reviews=Payroll and Time Collection=Employee Compensation
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Reviews and Reports

® Which format is the report?
PDF and CSV are the main formats used

Process Scheduler Request
Run Control ID: ma

User ID: T_PPL

Server Name: |P5UN}{ V| Run Date: |':'3”:'5f2':”:'7" B!

Recurrence: Run Time: B:44:46AM Resetto Current Date/Time |

Time Zone: Q

Process List

Empl Job Data - Fund Dist Hist FERAOTCL S0R Report |Web w1 | PDF w0 Distribution
CEY
HP
HTH
LF
HETETINNN.
[
PSS

] Cancel SPF




Review Pages: Quick Reference Tool

* Easy access to data

* Specific Data Search — one position, an
employee, a job code series

Paycheck Distribution
Enter any infarmation yau have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value |

Company: hegins with QL
Pav Group: begins it W &)
Pay Period End Date: | = v a, I
Off Cycle ? []
Page w Q,
Q

Line = = L'

Paycheck Number: W
EmpliD: hedins with »
Name: hegins with »

Search | Clear | Basic Search Save Search Criteria




HRMS Review Pages

* Paycheck Distribution ( =
* Position Data Summary K
* Job Summary Q

* Position Funding History \
e Search for Matching Persons

* Job List

* Leave Accruals

* Review Training Summary/Student
Training Summary



Review Pages: Paycheck Distribution

{ PaheckDistribution \__

Emt>IID: Name: Check#: 1467673 Off Cycle ?
Pay Grou>:  BW Pay End Date: 10/0912004 Company: CU Page: 1651 Line: 3
First (] 1303 ] Last

View 1

Earmings: 3222 06 CWWS College
Amounit Journal Date Status Fund Option Earns Begin EamsEnd Position Job Code Reg/Ten
119.76 13023314 407700 WAYDOOO39Z 100222004 G Override 0912612004 10109/2004 00631298 4105 T
20230 13023314 2 1012212004 G Override 1010112004 10109/2004 10216 00654190 4103 T
Earnings: 000 STDTHRLY B —.
el Speeidiype Account JournallD JournalDate Status Fund Option Earns Begin EamsEnd HRDept Position Job Code Reg/Ten
0.00 21012212004 G Override 0912612004 10109/2004 10112 00631298 4105 T
0.00 21012212004 G Override 1010112004 10109/2004 10216 00654190 4103 T
Earnings: 140.44 WKSTDY EMP
Speedtype Account JournallD  JournalDate Status Fund Option Earns Begin EamsEnd HRDept Positon Job Code Reg/Ten
2 1012212004 G Actual 0912612004 10109/2004 10112 00631298 4105 T
21012212004 G Actual 1010112004 10109/2004 10216 00654190 4103 T

Viewlol| L1 i

w7 pe
SteedYJ)e Accoum JournaiiD JournalDate Status Fund Ot>ton Earns Begin  Eams End HRDept Position Job Code RegHemp

Vlew A < [DELE! ]2t

Tax Anllz . 0.00 Tax Class..
Amoum Speedtype Accolllll JournaiiD JournalDate Status Fund Ot>ton Earns Begin EarnsEnd HRDet>t Positi on Job Code Reg/Temt> 1
u.uu



Search for a Matching Persons

Menu (=]

Search:
®

J' Adil Person

[* My Favaorites
[ Reports and Reviews
[ Recruiting
= Workforce Admlnlstrjatmn Person ID; M EYf Search for Matching Fersons
= Persaonal Infarmation
[ Biographical
[ Drganizational
Feialionships

Add the Persan

[ Perzonal Relationships . .
I Citizenship = \Waorkforce Administration

— add a Person = Personal Infarmation
[+ Biographical
[+ Organizational

Relationships
[ Personal Relationships
[+ Citizenship

Click on: — Add g Person

Search for Matching \ — Modify & Person
Persons Morocon Draonizshicong)

Fersons
[ Job Information
> Plan Salaries C:U
[= Workforce Reports

[ Cnmbensatinh




Search for a Matching Person

Search Parameter: ADHOC_CIN ADHOC_CM
Search Result Rule

Search Result Code: hpHoc REs_cu O Adhoc Results CU
Lser Default Search Clear All Carry ID Reset |

Search Criteria

Search Fields Operand Value
First Marme Begins With |« | a {

Enter Available

ins Wi Criteria:

Middle Name Begins With v | | a |

First Name

Middle Name
{Fegins witn BB} Q \ ! Last Name

Date of Birth
Diate of Birth Equals v | El National ID (SSN)

Click Search

National Id |Begins with v | Q

Fields are case sensitive. Using less criteriato pull in alarger result list is often
more useful than narrowing the results too much. Use care when searching by
National ID --- you will exclude any POl results that do not have SSN entries.



Search for a Matching Person

Search Results

Search Type: Person
Search Parameter: ADHOC_ClA

Result Code: ADHOC_RES_CU

_'v Search Results Summary
Number of ID's Found: 3
Search Order Number: 10

Search Results

EmpllD  |First Name

1 Cal’rf 1D | 123456 Scott

2 Carmy D 234567 Scoit

Results

Ad Hoc Search
ADHOC_CN
Adhoc Results CU

Return to Search Criteria

CS_AdHoc Search

Customize | Find | View Al First |~ ' 140f4  Last

Middle Name Last Name Date of Birth National ID

R

Person
Organizational
summary
Parcon
Qroanizational
Summary

Smith 081251872 G314

Smith 08 0M 9380 404

| Click Carry ID to
‘carry’ the ID to
‘ other areas

Click Person |

| I
Organizational Summary
‘ | to view University |

Relationship
| | | 11



Job List Review

Search:

®

- Important
[ Reports and Reviews Enter any information yau have and click Search. Leave fields blank for a list of all values.

[ Recruiting

= Waorkforce Administration Find an Existing Value b f d
[» Parsonal Information f . \l e O re an
= Job Infarmation | ” a . .
[» Contract Administration EmpliD: beging with [« || ft h
= Review Job Information Name: heging with | a. er I rl n g
— Jaob Surmmary

- Last Name: | hedins with + |

Last 4 SSN: | begins with »
— Add Employment

Instance gearch | Clear | Basic Search Bl Save Search Criteria
— Job Data

Job List

L)
Customize | Find | Wiese A1 | S First [ 1-4 of 4 [ Lazt

Description FTE Description

008132006 4105 StudentAsstvl T 250 MON 0.100008 A 06i05/2007 10247  British Studies H 00672968
11081372006 4106 | StudentAsstvl T 250 BV 0.10000d T 021212006 10247 | British Studies H 00667629
3 09M01/2006 1503 ngﬁ;’fﬂme T 25,00 MON 0.200000 A 083112007 10723 Py far Writing and Rhetoric M 00BO2029
3/00/01/2006 3205 | StudentStpend R | 100.00 MON A 05/31/2007 10126 | Center for Humanities@Arts M 00628495
S REtUN o r:;earc:hi =] Moty i I I
| S
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Review Training Summary

Review Training Summary
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

_[' Find an Existing Value '[

EmpliD; begins with ~ |

Name: begins with v.

Last Name: begins with ~

Home Departinent: | begins with + Q,

Last 4 SSN: begins with .

Category Code: begins with h| aQ, NO rOW Ievel Securlty

Subcategory Code: | begins with « (&

Search Clear | pasic Search B Save Search Criteria
Student Training Summary |
Coyate, Wile E Emplid: 117858
Category Code Q Subcategory Code Q _Viewal |

Training Summary Customize | Find | View Al | B First 11zora1 [ Lazt
B10009 FLSA-PPL 0002 071972006 Completed B 1
B10015 Hire \WhkStudyHrly Students-PPL 0002 071 272006 Completed B 1
B10016 Family Medical Leave Admin-FPPL ooot i~ o J00E Completed B 1
B10012 Compensation Class SH-PPL iz o 200 Cormpleted B 1
Zooozo Workers' Comp OJ-PPL aoo? Completed [ i}
B10017 Interwws, Ref Cks, Hinng-PPL i IS0y 20005 Compleled B 1
B10011 Intery Hiring & Selection-FPL oooz2 03 : 200k Completed B 1
B10013 Class 5t HRMS Processes-PPL g s Fi 4 F20065 Compleled B 1
ADDD3Y EarnCode/ing&Rpt -HRMS-UCB-PPL ooot 04062006 Completed A 0
B10010 FOG-PPL oo 111 712005 Completed B 1

13



From Review...

Review pages provide:

“Snapshot”’ — easy access to dataw

Production database — real time data

Specific Data Search — one employee,
one position, one job code series

More limited parameters than reports

14



To Reporting...

Y
‘..‘
‘ an
‘..‘
- -

Multiple parameter options

Tracking data

Capture large amount of data

May be dependant upon Payroll Processing

Formatting and printing capability

T

15




Reporting Myths

| must add a new Run Control ID for each

report | run. -
N

2l
&)

/

FALSE

'f !

HRMS Is designed to use the same Run
Control ID for each report. However, there
IS the ability to add multiple Run Control
IDs as needed.

16



Reporting Myths — Run Control IDs

Example: If responsible for two Department
IDs, set up one for each Department

| Suspense Reports | f Suspense Reports \[

Run Control ID:  ASFC Report Manager F@mollﬂ: @ Report Manage

Report Request Paramet
Report Request Parameters
Campus: Q
Campus: Q
= I
OR
DeptiD:  |10156 Q A&S Faculty Counci I 1
DeptlD:  [10155 Q AES Persannel
o
From Date: X Date Range
End Date: El From Date: =]
End Date: E‘j

Note: Run Control IDs may also ‘
be numeric values

‘ ‘ 17




Reporting Myths — Accessing Reports

| must run a new report each time | want to
view data.

FALSE

System allows users to access reports run
In the last 90 days.

18



Reporting Myths — Retrieving Reports

* Retrieve reports run in the last 90 days
* Click on the Report Name (Description)

Menu = ( List || Ewxplorer | Administration | Archives |
ISear{:h: . View Reports For I
L e — r a —_— . 1 i
| | UserID:  |RO0980T Type: | ¥ | Last: | 15| Days ¥| Refresh |
[ My Favorites Status: Folder: | nstance: | to: |
[ Reports and Reviews -
[ Recruiting Report List
[ Warkforce Administration Bres  |haeerintion
[ Benefits
. n2amyannT nepm et
2Yra EQISIEr ACCT HEep0 A asie Elalls
[ Compensation 1519 3206  Payroll Register Acct Report ﬁﬁﬁgﬂm mﬁ%“ Fosted Detail
[+ Time Collection o '
I+ Payroll for Morth America O] 1364 2762  Payroll Register 1”%2??2,?: ’;;%%%at Fosted Details
[ Warkforce Development némérznm A' bt
I Organizational Development [ 1363 2761 | Position Status Repart 12-61-09E 1 (f;'fma Posted Details
I> Enterprise Learning . '
o 03/05/2007 Acrobat .
[ 3etUp HREMS
03/05/2007 Acrobat .
Campus Box Table e Details
"l 1361 2759  Campus Box Table P e = Posted Details
. 030482007 Acrobat .
il 1360 2753 Employee Birthdays 12:39:55EM = FPosted Details
SelectAII EDESEEEtA”

%Iolickthe delete hutton to delete the selected reporti(s)

19



Reporting in PeopleSoft HRMS

Be aware of parameter selections

Menu =]

Search:
&

| Job Status Report |

[+ My Favorites
=~ Repors and Reviews

[» Auditing Run Control ID:  kew3 Report Manager  Process Monitor Run

[ Funding and Suspense
= Job Infarmation
— Benefits with Mo Report Request Parameters
Earnings
— Confract Pay

— Employees on Leave of
Absence Campus: Job Code: Q

— End Of Appointment
DeptiD: 20153 € (Leave blank for all departments)  As Of Date: )
— Personnel Actions
— Personnel Actions Job Status

History
— Personnel Roster O Approved ) Rejected ) All Statuses

— 3alary Histary by _
Department C Proposed ) No Action Taken
— 3alary Histary by
Employee i. I

Comrimes lmmnrem ol Foroe
AJUPLFL LS 1D (Ieave LAalim i

allh
4l f.

T
=
[=1

— Temporary Emplovees SRt ORI
— Job List | 3 [+ [=]
— Job Summary

— Work Study

— Leave Accrual Summary
— Depantment Org Repart

— Backaround Check Save | £\ Return to Search | [=] Motify E Add | P
Report

— Leave Taken

— PPL Search

20
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Reporting in PeopleSoft HRMS

Important to set date parameters for the shortest time

frame possible
University

l,.n'!l: J

Menu (=]

Search:
| )
[= hly Favarites
= Reports and Reviews
[ Auditing
[ Classified Staff Reports
[ Financial Aid Reports
[ Funding and Suspense
[= Job Infarmation Report options

DeptiD: 20061 Q SOM-Barbara Davis Center
OR

EmpliD: 3
— Leave Balance - Termed

EE Mate: Leaving DeptlD and EmpllD blank will print all emplovees in all departments

| Famctl Pay06dcu |

Fan Control ID:  test Eeport Manager Process Monitor Run

= Payroll and Time

- Dvertime
— Pavroll Renister Sort Options Report options
— Payroll Renister :
E?ﬁ;ﬁ'#ﬁ: Ister © Emplid Pay End Dates Between 10/01/2006 [ and [10/31/2006 [
— Time Entry (=) Employee Last Name

— Tirne Entry (1 TirmePay

— Time Entry Archive

— Time Entry Archive {1
TimePay)

— Emplovee
Compensation Histary

E EEVS_E”E" Infarmation B save | LiReturnto Ssarch | [ Natity | ol |
asitan

M Dhmaviitivm

Pay Group: Q {Leave hlank far all payaroups)

21



Reporting in PeopleSoft HRMS

Employee Compensation Report can be used to
calculate earnings for the 3/9ts rule

Menu [=]
Search: >
()

[> My Favarites | Runctl Pay060cu

=~ Repors and Reviews

[+ Auditing . - Run
b Classibied Siaff Reporls Run Control ID:  clk Feport Manaaer Process Monitor

[* Financial Aid Reports
[* Funding and Suspense
[+ Job Infarmation Report options
= Payraoll and Time
Collection DeptiD: 51000 Q Payroll & Benefit Services
— Employee
Compensation OR ~
Leave Accrual EmpillD: o §
Leave Balance - Termed
EE Mote: Leaving DeptlD and EmplID blank will print all employees in all depatments
Cvertime
Payroll Reaqister Sort Options Report options
w O Emplid |+ Pay End Dates Between (0110112006 5 and (1231/2006 5
— Time Entry (O Employee Last Name .

— Time Entry (1 TimePay) [v]&how Terminated Fmployess

LTS

- T@me Entry .-':'.FCI'I?"."E D Pay Group: L (Leave blank for all paygroups)
— Time Entry Archive (1

C el 2

22



Utilizing the Payroll Calendar

* Gray Days: HRMS Production is unavailable for transactions
* Reports Related to Payroll Dates: Sample Calendar (next slide)

MarcH 2009 - University of Colorado Payroll Calendar- BOULDER

MONDAY TUESDAY WEDNE SDAY THURSDAY FRIDAY SATURDAY
SUNDAY
1
] 3 4 H [] T
Bun Payroll Register Repart Dueto PES @ 10am BW PAY DAY - PPE 2/21 BW Pay Panod 2/22- 3/7
B'W PPE 2/21 (Pay Day 2/27) - Check Stops {(PayID 02/21/05) Pay Period End (FPE) 3/7
rect Deposit Pulls (Pay IDD3/07/09)
BW Pay Day 3/8
]
] 10 1 14
Dueto PES @ Spm Processing BW PPE 03/07/09
= Form W-4, Direct-Deposit - Fu
BW PPE 3/7 BWPPE 3T
UCE & 5 pm 13
EWFPE 37
s JobData & Position Dats sntarad
for approval.
16 17 10 10 20 21
Run Payroll Register Report Time Cellggtion Close @ Spm | Processing MON PPE 373103 Processing MON PPE 3/31/09 Processing MON PPE 3/31/09 BW Pay Pernod 3/8 - 3/21
BWPPE 3/T (Pay Day 3/20) MON PPE 3/31 * HR Production Down * HR Production Down * HR Production Down Pay Period End (PPE) 3/21
UCE & 5 pm = HR Reporting Available + HR Reporting Available * HR Reporting Available (PaylD03/21/09)
Due to PES @ 5pm EWPPE 321
« Form W-4, Direct-Deposit « JobData & Position Data sntersd | Due to PES @ 10am BW PAY DAY - PPE 2/7 )
MON PPE 3/31 for spproval. = CheckStops (PayID 03/07/09)
* Advice Pulls
Approval Deadline & Spm BW Pay Day 3/20
= Position, Funding, Job Data
MON PPE 3/34
23 24 25 26 27 28
Run Payroll Register Report Approvsl Desdiing @ Spm Time Collection Close @ Spm | Processin N PPE 03721709 Spring Break Holiday - Boulder
MON PPE 3/31 (Pay Day 3/31) |+ Fosition, Funding, Job Deta BW PPE 3721 UCE closed
BWPPE /21 Due to PBS @ 10am PES closed
Dueto PBS @ Spm = Check Stops El
» Form W-4, Direct-Deposit =  Advice Pulls
BW PPE 3/21 MON Pay Day 3/31
30 3
Run Payroll Register Repod MON PAY DAY - PPE 3/31
BW PPE 3/21 (Pay Day 4/3) {Pay ID 03/31/09)
GRAY DAYS - STSTE\L' 15 UNAWA I_.l\3: OR HR TRANSACTIONS, PAYR =E\_SE Tiﬂ.\SfE A5 -HR 'jE:CR'[I\S_IS AVAILABLE FOR REVIEW printed 3302009 23
*t HANDDRAWN CHECHK TRANSACTIONS CAN NOT BE DURING BW OR MON PAYROLL PROCESSING DAYS =




Reporting Days Throughout the Month

: MON TUES WED THURS FRI SAT/
Early in the SUN
month (EM) | |
1
2 3 4 5 6 7
EM EM EM
8
12 13 14
TC BW payroll
processing ~ 1°
19 20 21

MON payroll processing 22

Time
Collection
Dates (TC)

27 28
BW payroll
processing

Always print current campus Payroll Calendar and note deadlines

24



Early in the month (EM)

Within the first week -

Summary Suspense Report
Funding Dist — Dept ID

End of Appointment Report
Employee Job Data-Fund Dist

MON TUES WED THURS FRI SAT/
SUN

2 3 4
EM EM EM

9 10 11 12 13 14

15

16 17 18 19 20 21

22

23 24 25 26 27 28

29

30 31

Clean up data and rerun
reports to verify
Information is correct

25




Suspense Report - Parameters

Menu E|
Search:

e 1 ®

iyFavortes =~ —— J suspenseReports L-—m —— — — — — — — — — — — — — — —

"""Reports and Reviews
Auditing . : Run
Classfied Staff Reports Run ControiiO:  ckp Report Manager Process Monitor

Financial Aid Reports

""Funding and Suspense

Fund Dis! ‘Report Request Parameters
— Funding Distribution -
— Campus:
OepD p CO.
— Funding Distribution - OR
PosNo
- Campus Level Oeptio: OO0 0. Payroll & Benefit Services
Susoense Counts
— Funding Distribution
Status
= Date Range
— Paycheck Distribution From oate: 103/01/2007 Gl
Transfers End Oate: 103131/2007 G|
PET Jobcode SWeeo

26



Suspense Report Process Scheduler

Process Scheduler Request

UseriO: R0O0070

Server rJame: P SUNY i
Recurrence:

Time Zone:

Provess wist

Select |Description
1-Summary Suspense Report

2-Funding Not Approved
4-No Current Funding
5-Funding End Dt < Appt End Dt

©C OO0 OF

G-Break in Funding Oist

OK Cancel

RunDate:

RunTime:

Run Controi iO: cKp

= 1112007

@ :00:46PM

Reset to Current DatefTime

Process Hame

FO3019CU
POS020CU

POS022CU
POS023CU
P0302GCU

Process Type Type *Format Distribution
SOR Report Weh w | | PDF w | Distribution
SQR Report Web 'PDF w | Distribution
SQR Report Web PDF  Distribution
SQR Report Web PDF Distribution
3QR Report Web PDF w1 Distribution

27



End of Appointment

Appoimtment Expires

O Expired (This Year) Set parameter for 30 days when

O Within 10 Days ___— Tunningona monthly basis

(%) Within 30 Days
—
() Within 60 Days

Peoplesoft
END OF APPOINTMENT/CONTRACT

Appoint /fontract Eemaining
EmplRcd#  JobCode JobTitle Dositicng End Date fomp Freg. Dave
0 ZAJ4TXE State Service Trainea IV DOEETS3E 29 _WOV-2005 H 13
o G3A1IX Admin Assistant Int NOE00TIL 29 CNOV-2 005 H 13
. [ ] ]
0 BI1C1TE  Accounting Technician I 00654970 17-NoV-2005 H 14
0 DEHITE  Security I ODE3S389 22 -NOV-2005 H 13
1 G3aJ2IX State Service Traines IT OOBTLLTG OT-HoW-23005 = i

28



Prior to Payroll Deadline (PP)

Take Campus paerII MON TUES WED THURS FRI gﬁ;/
CTF | -
deadlines into account: 1
+ Job Status I
1|gp 17 18 19 20 zi
* Funding Distribution Status — == :

e Position Status

Avoid waiting
until the last
minute

29




Job Status - Parameters

University,s
_olorado

Menu =

[» Clasgsified Staff Reports
[* Financial Aid Reports
[ Funding and Suspense

= Job Information
— Action Reason Report
— Benefits with Mo
Earnings
— Contract Pay
— Employess an Leave of
Absence

— End Of Appaintrment

— Personnel Actions

— Personnel Actions HEC

— Personnel Actions
Histary

— Personnel Raster

— Salary Histany by
Department

— Salary History by
Employes

— Temporary Employvees

—Job List

— Jaob Summary

—Work Study

— Leave Accrual Surmimary

[» Payroll and Time
Collection
[» Personal Infarmation
[» Position
[ Recruiting
[> Training
[* Recruiting
[ Warkforce Administration
[ Benefits
[ Compensation
[= Time Collection
[» Payroii Tor iNorth America
[=Waorkforce Development
[ Organizational Development

M Ertararica | aarninm

| Job Status Report |

Run |

Run Control ID:  test Report Manager  Process Monitor

Report Request Parameters

Always set to

campus: IaSt day Of

Job Codle: Q

DeptiD: 20061 Q (Leave hlank for all departments) As Of Date:[10/31/2006 [+ <= the month
Job Status
O Approved ' Rejected ) Al Statuses
) Proposed )Mo Action Taken
Jobcode Series {leave blank for all): Find  First [°0 1af 1 ") Last
3 (#[=]
B =i a
Clinical Faculty - 1201-1299
=1 2= et Professional 2101-2138 L el l H |

Fellowships - 3201 - 32499

High School 4301-434949

Medical Residents 3101 - 3194
Off Camp work Study 4201-4299
Other Faculty- 1401 - 14949
Other State Institutions 4401
Regular Faculty 1100-11494

| Research Faculty- 1301 - 1389 |
Student Faculty - 1501 - 1599
Student Hourly - 4101 - 4199
Temporary - G101 - 51949

30



Funding Distribution Status -

University,s

D101 a

il
- LW

Menu

=

ThEArcIn

®

[+ My Favarites

= Reports and Reviews
[= Auditing
[ Classified Staff Reports
[ Financial Aid Reports

= Funding and Suspense
— Employvee Jok Data -
Fund Dist
— Funding Distribyution -
CeptlD
— Funding Distribiution -

Fosko

— Campus Level
Suspense Counts

ution
— PET Reports
— Suspense Repors
— Paycheck Distribiution
— Payroll Expense
Transfers
— PET Johcode Sweep
Histony
— Position Funding History
[= Job Infarmation
[+ Payroll and Time
Collection
[= Pergonal Infarmation

Parameters

A

| Funding Distribution Status |

Run Comtrol I test Feport Manager  Process WMonitor Run

Report Request Parameters

CeptiD: 1000 G (Leave blank for all departments)
As Of Date:  [10/31/2006 [
Funding Status For the purpose of running
) Approved ) Rejected ) AN Statuses month Iy and meeti ng the
& Proposed )Mo Action Taken < Payroll Dead I|ne SElect
Proposed
Bl save | SLReturnto Sesrch | [=] Matify B

31



Time Collection (TC)

MON TUES WED THURS FRI SAT/

* Time Entry Roster -
Run report following entry of Time 1
Collection Batch for the pay period, | | | | Cn
which should be done well before L R N R
the payroll deadline s v ® m % &

22

23 24 25 26 27 28

*Time Entry - One Time Pay ——
(if applicable)

Plan carefully to allow time for your approver to
review your entries before the approval deadline

32




After Payroll Processing (AP)
* Run prior to Pay End Date

* Payroll Register or Payroll Register Accounting
(which displays Speedtypes)

e | eave Accrual

16AP 17

23AP 24

AP

33



Reports Throughout the Year

September — Start of semester
Personnel Roster

Department Org Report
Emergency Contact

Contract Pay

November — Prior to W2 Mailing
Personal Data Worksheet

January — Start of semester
Personnel Roster

Department Org Report
Emergency Contact
Contract Pay

April — Prior to Open Enrollment
Personal Data Worksheet
Emergency Contact

June — Following salary uploads
Personnel Roster

January 2007

February 2007

Su Mo Tu We Th Fr Sa

1 2 3 4 5 &
7T & 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 28 27

Su Mo Tu We Th Fr Sa

1 2 3
4 5 & 7 8 @10
11 12 13 14 15 16 17
18 19 20 21 22 23 24

March 2007

Su Mo Tu We Th Fr Sa

1 2 3
4 5 & 7T 8 810
11 12 13 14 15 16 17
18 10 20 21 22 23 24

28 29 30 31 25 26 27 28 253 26 27 28 29 30 31
April 2007 May 2007 June 2007

Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa

1 2 3 4 5 & 17 1 2 3 4 5 1 2

& 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 2e 27 28
29 30

6 7 8 9 10 11 12
13 14 15 16 17 18 18
20 21 22 23 24 235 28
27 28 29 30 31

3 4 5 & 7T B 8§
10 11 12 13 14 15 1s
17 18 19 20 21 22 23
24 25 26 27 ZB 29 30

July 2007
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Reports Throughout the Year

Personnel Roster — Sept/Jan/June

* Verify salary upload information in
June

Empleyee  Approval ¥ of FL3A Std Comp Appoint
Status Status JobCode & Descripticn HE Iime Reg/Temp Status Hours Comp Emt Freg End Date
Bokiva Approved 1108 1.00 100.00 Reagular X 40.00 24 465,08 Meonthly

Currant 07/01/2008 Instruckor

Active Approved 1310 .00 100.00 PRegular ) 4 40.00 $2,975.00 Monthly

Current 07/01/20058 Professicnal Ressarch Asst

Ackive Approved 1310 .80 80.00 Regular X 32.00 22,132.04 Menthly

Currant 07/19/2008 Profassicnal Ressarch Rsst

Active Epproved 1433 1.00 100.00 Regular X 40.00 £3,033.33 Momthly 02/31/2006

Currant 07/01/2008 Regular Fellow
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Department Org Report

* Run by Department, Campus or Personnel Group

* Run at beginning of each semester

* |tis very important to keep your employee rosters updated to reflect the

correct department ID —other CU systems reference this information

[+ Ky Favorites

*Reports and Reviews [ | Dept Org Report
[* Auditing

[+ Classified Staff Reporls

Run Controf ID: 1 Report Manager Process Monitor

Run

[* Fimancial Ald Reports

[» Funding and Sucpanceo

= Job Infarmation
Benefits with No

Eamings Departmental Organization Report Parameters:
- Emplayees on Leave of
Absence
— End N Anpoinbmant = - =
ob Statys Department: 21000 =3
Personnel Actions . Ak 13 5 =
MNote: Only the depls that yo
Personnel Actlons HSC Campus: | lote: Only the depts that you
- Bersonnel Actions =
Histony Personnel Group: v | (Optional)
Personnel Roster
Salam Histon by
Dapartment
Salan Hislory by
Emplovee
salan Planning Table
— Tempaorary Employees

Select either Campus or Depariment  (if department is entered, campus is ignored)

have access to will be printed

Job List W Save | LA Return to Search | [] Notity Wy Add

Job Summary
Wark Study
— Leave Accrual Sumimar
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Department Org Report

* Uses “Reports To” and “Appointing Authority” fields to create the
organizational structure of department.

* If report shows an incorrect relationship, it is fixed in the Position Data

sections for the Employee.

* Reports To is required; Appointing Authority is recommended.

EMFLOYEE NAME / SUFERVIZOR NAME / AFPOINTING AUTHORITY NAME

TITLE & PO3ITIOCON TITLE & POBITION TITLE &

FOBITION

p

Temporary Aids 04 Director—Exmp r 4
An 1 yallen I Aff L tanke Mark Thomas
Temporary Aide-00E6E6874 Dirs Exm 4 Assat Vice Fresiden 1
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Personal Data Worksheet

* Run by Empl ID, Department ID or for specific 4 q’
Job Code Series

* Run prior to W2 mailing — November N

* Run prior to Open Enrollment and before employees
leave for the summer - April

Search:

®

o Wy Faworites | Personal Dataworksheet |

+ Reports and Reviews
[+ Auditing . ; Run
b Classifiad Staff Reparts Run Control Il test Eeport Manager Process Monitor
[> Financial Aid Reports
[ Funding and Suspense

[+ Job Information
I Payrall and Time Report Parameter

Collection : EmpliD: 2, Department: Q
= Personal Information

— Campus Box Tahle
— Emergency Sontacts
— Employee Birthdays FI

zt 1 0f 1

Cinclude Terminated Employees

— Ernplovee Harme Jobcode Series (leave blank for all): Fing

Address Listing

Ll
=3

— |9 Dates i

[ Positian

[> Recruiting

[> Training
I Reciditing
[ Workforce Administration
[ Benefits B save
[> Compensation
[» Time Collection

S Return to Search | [Z] Motify E aad




Research Reports
* Admin Training Report

* Vacant Position Report
* Employee Compensation

* Incumbent History

* Audit Reports
* Personnel Actions Audit

* Time Entry Audit
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Admin Training Report

Parameters

* Specific job code or a
single employee

* Particular personnel
group, or all of them

* Select a date range or
leave blank

e One or more departments

* One or more courses

Admin Training

Run Control ID:  Admin_trn

Feport Manager Process Monitor

Run

Limit report as needed by adding each selection criteria

Campus: w Job Code: ')

EmpliD: Q

Campus Subgroup: Q

Select date range for course end date {leave blank for all)

From Date: 5 End Date:

Personnel Groups (leave blank for all groups):

Department {leave blank for all departments):

Q

Cowrse {choose one to sixX courses):

Q

_|.|
=
™2

1
3
=3

1
3
=3

First

First

First

1ef 1 Last
(+][=]

1of 1 Last

[+][=]

1of 1 Last

[+][=]
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Personnel Actions Audit

Lists all rows of compensation changes in Job Data — use as
a compensating control for incompatible access

|' Runctl Peré20 |

Run Control ID:  fest Eeport Manager Process Monitor Run
Limit report as needed by adding each selection criteria
Campus: * | Job Code: Q
EmpliD: Q
Department: (51000 Q. Payroll & Benefit Services
Select Approval Date Range (leave blank for all)
From Date: 10/01/2006 [  goapate: 10/3172006 3
[lmmclude Terminated Employees ClEntered & Approved by Same ID
Approver EmpliDy:;
Entered by EmpliD:
Jobcode Series (leave blank for all): Find  First = 1of 1 "/ Last
(+][=]
Bl save | LLReturnto Search Matity Er2od
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Time Entry Audit

Bisplays entries that override approved compensation in
Job Data — use as a compensating control for
Incompatible access

Universityys

SRLE R ARELE

Menu (=]

Search:

| Runctl Per621 |

[+ My Favarites

== Repnrts and B evisws
= Auditing

'R2ISONNE

= Time E

I> Clagsified Staff Reports

[> Financlal Aid Reports

b Funding ahd Suspanse Limit report as needed by adding each selection criteria

[> Jok Information Campus: v  Job Code: Q

[» Payroll and Time
Collection EmpliD: Q

[» Personal Information

[> Pasition Department: 51000 Q. Payroll & Benefit Services

[+ Recruiting

[> Training Pay Group: Q

Recruiting

[> Warkforce Administration

I Benefits Select Pay Period End Date Range {leave blank for all)

[ Compensation

I Tirne Collection : 100112006 3 103172006 3
> PEyTull por NUTLH AR e 2 FodDater =
[ Workforce Development
I Organizational Development D Inchide Terminated Employees Ellﬂlﬂl & Approved by Same ID
[» Enterprise Learning Approver EmpliD:
[> Workforce Manitoring
[» Sat Up HRMS Entered by EmpliD:
[= Enterprise Components
EELLA DT DI UL Jobcode Series (leave blank for ally: ; i

F
[* Tree Manager Eirt EEs Loty —
I Reporting Tools ' 3 H[=
[ PeopleToals |
[ Packaging
— bty Personalizations ) = ;
R e & zave | [SiReturnto Search | [S] motify ErAdd |

Riuin Control 1D: test Report Manager Process Monitor Run

Earnings Code:
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Wrapping it up...Reminders X
(,. .- X
e
Refer to Reviews and Report Resource Guide

Use Review Pages for “snapshots”
Use Reports to capture larger amounts of data

Follow date guidelines using Payroll Calendar and
mark your personal calendar for reports throughout
the year

Send us your feedback
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Contact Information

University of Colorado
Employee Services
1800 Grant St.

Suite 400

400 UCA

Denver, CO 80203
Phone: 303-860-4200
Toll free: 1-855-216-7740
Fax: 303-860-4299
www.cu.edu/es
employeeservices@cu.edu



http://www.cu.edu/pbs
http://www.cu.edu/pbs
http://www/
http://www/
mailto:employeeservices@cu.edu

