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Overview of Reviews and Reports 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Reviews and Reports Resources 
• Finding Review and Report Pages 
• Review pages – Quick reference 
• Identify helpful review pages 
• Dispelling reporting myths 
• HRMS Reporting 
• Which reports to run: Why and When 
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Funding and Suspense 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Reviews and Reports 
 
 
 
 
 

In HRMS : 
oDesigned for quick reference within tasks 

Auditing 
Funding and Suspense 
Job Information 
Payroll and Time Collection 
Personal Information 
Position 
Recruiting 
Training 
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Finding Review and Report Pages 
 
 
 

• Simple as 1, 2, 3 
 
 
 
 
 
 
 
 
 
 
 
 
 
c Type in a 
key word - 

Compensation 
 
 
 

d Click on 
the Search 

button 
 

 
 

e Click on 
the URL 

(Link) 
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Reviews and Reports 
 
 
 

•  Which format is the report? 
PDF and CSV are the main formats used 
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Review Pages: Quick Reference Tool 
• Easy access to data 
• Specific Data Search – one position, an 

employee, a job code series 



 

• 

P iti F di Hi t 

 
 

 
 

 
 

 

HRMS Review Pages 
 
 

• Paycheck Distribution 
• Position Data Summary 
• Job Summary 
• Position Funding History 
• Search for Matching Persons 
• Job List 
• Leave Accruals 
• Review Training Summary/Student 

Training Summary 
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 !Il  .0.1   F rst [i)   Las t 
    

Status Fund Option  Earns Begin Eams End Position   Job Code Reg/Ten 
 G Override 0912612004    10109/2004  00631298 4105 T 
2 1012212004 G Overri de 1 010112004   10109/2004 1021 6 00654190 4103 T 

 

JournalDate Status Fund Option  Earns Begin Eams End  HRDept Position  Job Code Reg/Ten 
2 1012212004 G  Actual 0912612004    10109/2004  10112 00631298 4105 T 
2 1012212004 G  Actual 1 010112004   10109/2004  1021 6 00654190 4103 T 
 

Review Pages: Paycheck Distribution 
 
 
 
{ Pahe ck Distribution  \_ 

 
Emt>IID: Name: Check#: 14676 73  Off Cycle ? 

 

Pay Grout>: BW  Pay End Date:  10/0912004 Company:  cu  Page:   1651  Line:   3 
 
 
 
 
 
 
 

1302331 4 
 

Earnings:  0.00  STDTHRLY 
JournalDate  Status Fund Option  Earns Begin Eams End  HRDept   Position  Job Code   Reg/Ten 

0.00  2 1012212004  G  Override  0912612004    10109/2004  10112  00631298 4105  T 
0.00  2 1012212004  G  Overri de  1 010112004   10109/2004  1021 6  00654190 4103  T 

 
Earnings:  140.4 4  WKSTDY EMP 

 
51.24 
89.20 

 
,..Deductions V1ew 

 
 
 
 
1 of 1 

 
DedAmt: O.OO--- ----PIayTn pe:------ ------ ---- -- -- -- -- -- -- -- -- -- -- -- --- 

Amount St>eedtYJ)e Accoum JournaiiD  JournalDate   Status Fund Ot>toi n Earns Begin   Eams End  HR Dept   Position Job Code RegHemp 
0.00 

 
,..TiiXes V1ew All F'rst [i) 1ot 1 !Il Last 

 
Tax Anll:,...O=.;..O.:.O:c_   T.:.a;::x:o...C.:::'I-a:' .s::s.:. ..----------------------------------------------------------------------------------- 

Amoum  Speedtype Accolllll JournaiiD  JournalDate   Status Fund Ot>toi n Earns Begin  Earns End  HR Det>t  Positi on Job Code  Reg/Temt> I 
u.uu 



 

 
 

 
 

 
 

 
 

 
 

 

Search for a Matching Persons 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on: 
Search for Matching 

Persons 
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Last Name 

 
 

 
 

 
 

 
 

 

Search for a Matching Person 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter Available 
Criteria: 

First Name 
Middle Name 
Last Name 
Date of Birth 
National ID (SSN) 

Click Search 
 
 
 
 
 
 
Fields are case sensitive. Using less criteria to pull in a larger result list is often 
more useful than narrowing the results too much. Use care when searching by 
National ID --- you will exclude any POI results that do not have SSN entries. 



 

 
 

 
 

 

Search for a Matching Person 
Results 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

123456 
 
 

234567 
 
 
 
 
 

Click Carry ID to Click Person 
‘carry’ the ID to 

other areas 
Organizational Summary 

to view University 
Relationship 
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after hiring 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Job List Review 
 
 
 

Important 
before and 
after hiring 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

12 



13  

 
 

Review Training Summary 
 
 
 
 
 
 
 
 
 
 
 
 
 

No row level security 
 
 
 
 
 
 
 

 



 

 
 

 
 

 
 

 

From Review… 
 

• Review pages provide: 
 
 
 
 
 

• “Snapshot” – easy access to data 
 
 
 
 
 

• Production database – real time data 
 
 
 
 

• Specific Data Search – one employee, 
one position, one job code series 

 
 
 
 
 

• More limited parameters than reports 
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To Reporting… 
 
 
 
 
 
 

• Tracking data 
 
 
 

• Multiple parameter options 
 
 
 

• Capture large amount of data 
 
 
 

• May be dependant upon Payroll Processing 
 
 
 

• Formatting and printing capability 
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Reporting Myths 
 

I must add a new Run Control ID for each 

report I run. 
     

 
 
 
 
 
 
 
 

FALSE 
 
 
 
 
 
 
 
 

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. 



 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

Reporting Myths – Run Control IDs 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: Run Control IDs may also 
be numeric values 
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view data 

S t ll t t 

 

Reporting Myths – Accessing Reports 
 
 
 
 

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

 
 
 
 
 

FALSE 
 
 
 
 

System allows users to access reports run 
in the last 90 days. 
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Reporting Myths – Retrieving Reports 
 

•  Retrieve reports run in the last 90 days 
•  Click on the Report Name (Description) 
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Reporting in PeopleSoft HRMS 
 

Be aware of parameter selections 
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Reporting in PeopleSoft HRMS 
 
 

Important to set date parameters for the shortest time 
frame possible 
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E l C ti R t b d t 

 
 

 

Reporting in PeopleSoft HRMS 
Employee Compensation Report can be used to 
calculate earnings for the 3/9ths rule 



 

G D HRMS P d ti i il bl f t ti 

 
 

Utilizing the Payroll Calendar 
 

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

Time 

2 3 4 5 6 7 

 

Reporting Days Throughout the Month 
 
 
 
 

Early in the 
month (EM) 

MON TUES WED THURS FRI SAT/ 
SUN 

 
 
 

1 
 
 
 

Prior to 
Payroll 

EM EM EM 
8 

 
9 10 11 12 13 14 

Deadline 
(PP) 

PP PP 
TC 

TC BW payroll 
processing 15 

16 AP 17 18 19 20 21 

 

Time PP 
MON payroll processing 22 

23 24 25 26 27 28 

Collection 
Dates (TC) 

 
 
 

After Payroll 
(AP) 

AP TC PP 
 
 
 
30 AP 31 

 
BW payroll 
processing 29

 

 
 
 

Always print current campus Payroll Calendar and note deadlines 



 

•  D t ID 

29 

 
 

 
 

 
 

 

Early in the month (EM) 
 
 
 
 
 

 
 

Within 

 

 
 

the 

 

 
 

first 

 

 
 

week - 
MON TUES WED THURS FRI SAT/ 

SUN 
 
 
 

1 
 
2 3 4 5 6 7 

•  Summary Suspense Report EM EM EM 
8
 

•  Funding Dist – Dept ID 
•  End of Appointment Report 
•  Employee Job Data-Fund Dist 

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 
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Suspense Report - Parameters 
 
 
 
 
 

Menu El 
Search: 

1':--:-c:-::-----::---   J ® 
MyFavorites 
"'Reports and Reviews 

 
 
 
 
J  Suspense Reports )L--------------------------- 

Auditing 
Classified Staff Reports 
FinancialAid Reports 
"'Funding and Suspense 

 
Fund Dis! 

- Funding Distribution  
OepD 

- Funding Distribution  
PosNo 

- Campus Level 
Susoense Counts 

- Funding Distribution 
Status 

 
 

- Paycheck Distribution 
 

Transfers 
- PET Jobcode SWeeo 

 

Run Controi iO: ckp  Report Manager   Process Monitor 
 
 
 
 

Report Request Parameters 

Campus:   co. 
 

OR 

I OeptlO: 00 0  lo. Payroll & Benefit Services 
 
 
 

Date Range 

From oate: ro3/01/2007  [GI 
 

- End Oate:I 03131/2007  Gl 

Run 



 

 
 

 
§ 1112007 ] 

 

 
 
@:oo:46PM J 

 
Reset to Current DatefTime 

 

 

Suspense Report Process Scheduler 
 
 
 
 
 
 
 
 

Process Scheduler Request 
 

User iO: R00070  Run Controi iO: cKp 
 
 

Server rJame: P=S=U=N=X= =vl RunDate: 
 

Recurrence: 
 

Time Zone: 
1:====;-;::- JI  Run Time: 

 

 
 
 
 
 

0 2-Funding Not Approved  POS020CU  SQR Report  Web  PDF 

0 4-No Current Funding  POS022CU  SQR Report  Web  PDF Distribution 

0 5-Funding End Dt < Appt End Dt  POS023CU  SQR Report  Web  PDF Distribution 

0 G-Break in Funding Oist  P0302GCU  3QR Report  Web  PDF  " Distribution 
 

OK  Cancel 
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End of Appointment 
 
 

Set parameter for 30 days when 
running on a monthly basis 



 

 
 

 
 

 
 

 

Prior to Payroll Deadline (PP) 
 
 
 

Take campus payroll MON TUES WED THURS FRI SAT/ 
SUN 

deadlines into account: 
 
 

1 

 
2 3 4 5 6 7 

 
 

• Job
 

 

 
 

Status
 

 
8 

 
9 10 11 12 13 14 

PP PP 
15 

 
16 17 18 19 20 21 
PP 22 

 
23 24 25 26 27 28 

• Funding Distribution Status 
 

PP 29 
 
30 31 

 
 
 

• Position Status 
 
 
 
 

Avoid waiting 
until the last 

minute 
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Job Status - Parameters 
 
 
 
 
 
 
 
 
 
 
 
 
 

Always set to 
last day of 
the month 
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Payroll Deadline select  
 

 
 

 
 

 

Funding Distribution Status - 
Parameters 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

For the purpose of running 
monthly and meeting the 
Payroll Deadline select 

Proposed 
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Ti E t 29

 

 

Time Collection (TC) 
 
 
 
 

• Time Entry Roster - 
Run report following entry of Time 
Collection Batch for the pay period, 

MON TUES WED THURS FRI SAT/ 
SUN 

 
 
 

1 

 
2 3 4 5 6 7 
 

8 

which should be done well before  
9 10 11 12 13 14 

TC TC 15 

the payroll deadline  
16 17 18 19 20 21 
 

22 
 
23 24 25 26 27 28 

• Time Entry - One Time Pay 
(if applicable) 

TC 29 
 
30 31 

 
 
 
 

Plan carefully to allow time for your approver to 
review your entries before the approval deadline 
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After Payroll Processing (AP) 
• Run prior to Pay End Date 

 
 
 

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

 
 
 

• Leave Accrual 
MON TUES WED THURS FRI SAT/ 

SUN 
 
 
 

1 

 
2 3 4 5 6 7 

 
8 

 
9 10 11 12 13 14 

 
15 

 
16 17 18 19 20 21 

AP 
 
 

23AP 
22 

 
24 25 26 27 28 
 

29 
 

30 31 

AP 
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Contract Pay  
 

 
 

 
 

 
 

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 
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Reports Throughout the Year 
 
 
 

Personnel Roster – Sept/Jan/June 
 
 

• Verify 
June 

salary upload information in 

 
 
 

 



 

 
 

Department Org Report 
• Run by Department, Campus or Personnel Group 

 

• Run at beginning of each semester 
 

• It is very important to keep your employee rosters updated to reflect the 
correct department ID –other CU systems reference this information 
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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. 



 

 
 

 
 

 
 

 
 

Personal Data Worksheet 
 
 

• Run by Empl ID, Department ID or for specific 
Job Code Series 

 

• Run prior to W2 mailing – November 
 

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

 
 

 
 

Research Reports 
• Admin Training Report 

 
 

• Vacant Position Report 
 
 

• Employee Compensation 
 

• Incumbent History 
 

• Audit Reports 
 

• Personnel Actions Audit 
 

• Time Entry Audit 



 

•  
 

 
 

 
 

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 

 
 

• One or more departments 
 
 

• One or more courses 
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Li t ll f ti h i J b D t 

 
 

 
 

 
 

 
 

 
 

Personnel Actions Audit 
 

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



 

Di l t i th t id d ti i 

 
 

 
 

Time Entry Audit 
Displays entries that override approved compensation in 
Job Data – use as a compensating control for 
incompatible access 
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Wrapping it up…Reminders 
 
 
 
 
 

• 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 



 

 

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

