
   The government shutdown has 
prevented some international and 
new employees from receiving So-
cial Security numbers in a timely 
manner. In light of this, Employee 
Services has modified its SSN pro-
cedures during the shutdown.

International employees
   Typically, Employee Services 
would issue temporary ID numbers 
(TIDs) to international employees 
who have applied for their num-
bers but not received them with-
in 30 days of their employment 
start date. The procedure can be 
found at this link: https://www.
cusys.edu/pbs/payroll/groups/
downloads/SSN-card-delay.pdf. In 
these situations, the department 
would require a copy of the Social 
Security Administration’s receipt of 
application letter as well as an of-
ficial department letter identifying 
the employment start date.  
     While the government remains 
closed and employees are un-

able to apply for Social Security 
numbers, the international tax 
specialists will issue TIDs without 
the application letter. The 30-day 
requirement will remain in place.
     Employee Services asks that 
departments, not employees, 
contact the international tax spe-
cialists via email 5 days prior to 
the end of the 30-day employment 
window to provide the department 
letter, so tax specialists can begin 
assigning numbers via email.
  
New employees
     If a newly hired employee has a 
Social Security number but cannot 
show his or her Social Security 
card to his or her PPL due to the 
government shutdown, the PPL 

PAY

ISSUE NO. 5
Oct. / 2013

ROLES
A newsletter for CU HRMS users

NEW
JOBS

Government shutdown affects SSNs
Save the date:  
Campus PPL Sessions
 
     Employee Services will 
host campus PPL Ses-
sions in the coming weeks. 
Topics covered will include 
an overview of the new 
employee portal, a new 
off-cycle time collection 
process, recent changes to 
procedural statements for 
hand-drawn requests and 
terminating pay, a Jobs at 
CU update as well as other 
HRMS updates.  
     Dates:
     • CU-Boulder: Oct. 24
     • UCCS:  Oct. 29
     • CU Denver: Nov. 7

      Please watch your email 
for more details on times 
and locations.
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SEE SSN, page 3
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     Last week, Jobs at CU 
launched a Twitter feed (twit-
ter.com/JobsAtCU or follow  
@JobsAtCU) and a Facebook 
page (www.facebook.com/
jobsatCU). 
     Job-seekers can now 
use social media to receive 
alerts about select positions 
available on the University of 
Colorado’s four campuses 
and at the system administra-
tion office. These posts and 
tweets can easily be shared 
with friends and colleagues.
     For a complete listing of 
open positions, visit www.
jobsatcu.com. Jobs can be 
searched by campus, de-
partment, position type, date 
posted and more.

Jobs at CU Position  
Feed is now live
     The Jobs at CU Position 
Feed is live. New and modi-
fied positions in “All Approv-
als Obtained” status will be 

sent to HRMS on the next 
business day. Please note: 
Positions must include Job 
Code and Supervisor infor-
mation to be processed in a 
timely manner. If this data is 
missing, Employee Services 
will contact you to make 
the updates then reload the 
position. 

Onboarding, Performance 
Management Updates
The onboarding and perfor-
mance management projects 
have been postponed at this 
time. These projects will re-
sume in 2014.

Changes to UserAlerts
   PPLs soon will see changes to 
UserAlerts. Namely, the alerts will be 
used to communicate system outag-
es, closures and major disruptions to 
Employee Services’ business oper-
ations. Monthly deadlines now will 
be communicated solely through the 
Pay Roles newsletter. 
 Time collection due dates:
     • 5 p.m. Thursday, Oct. 18: Bi-
weekly Pay Period Ending 10/12/13 
     • 5 p.m. Friday, Oct. 18: Monthly 
Pay Period Ending 10/31/13
     • 5 p.m. Thursday, Oct. 31: Bi-
weekly Pay Period Ending 10/26/13 
     • 5 p.m. Thursday, Nov. 14: Bi-
weekly Pay Period Ending 11/09/13
   

FSA deadline approaching
     The deadline to submit Health 
Care and Dependent Care claims for 
Flexible Spending Accounts for the 
2012-13 plan year is Nov. 15. 
     The FSA plan year ended June 
30. An additional grace period allows 
members to submit claims for eligible 
services incurred through  
Sept. 15. All reimbursement requests 
for the plan year must be postmarked 
(ASIFlex, P.O. Box 6044 Columbia, 
MO 65205), submitted online (www.
asiflex.com) or faxed to 877-879-
9038 by midnight Mountain Time 
on Nov. 15. Claims incurred through 
Sept. 15 will first be applied to 
available funds from the prior plan 
year (2012-13), any excess claims 
amounts will be applied to the new 
plan year (2013-2014).
     Requests submitted after Nov. 15 
for expenses incurred in the previous 
2012-13 plan year will be denied. Per 
Federal IRS regulations, any unused 
funds will be forfeited.
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Jobs at CU debuts social 
media, new position feed

Contact HRMS and Payroll
PayRoles is a monthly newsletter distributed by the University of 
Colorado’s Employee Services department. If you need assistance, 
please contact us at:
Payroll phone: (303) 860-4200, option 2
Toll Free: (855) 216-7740, option 2
Email: PBS.Datachange@cu.edu
Fax: 303-860-4299
Mail:
University of Colorado – Employee Services
1800 Grant St., Suite 400
Denver, CO 80203
Campus Box: 400 UCA (for interoffice mail)

Start Now to Verify 
Employee Addresses
     Departments can help their employ-
ees to maintain accurate addresses 
in HRMS. Accurate current addresses 
allow employees to receive important 
payroll and benefit correspondence, 
such as tax documents, hand-drawn 
checks and benefit information. 
   This can be done easily by printing 
individual Personal Data Worksheets 
(Navigation:  Home>Reports and Re-
views>Personal Information>Personal 
Data Worksheet) from the Human Re-
sources Management System (HRMS) 
and distributing them to each employee 
for verification. Employees then can 
make their own corrections using the 
CU Resources tab  the campus online 
portal at my.cu.edu. 

Employee Tax Withholding  
Adjustments at Year End
     Employees may need to adjust their 
federal and state calendar year in order 
to meet their income tax obligations. 
Increasing withholding levels may avoid 
tax penalties for underpayment, and 
decreasing withholding levels may 
avoid a large refund. 
     Departments can refer employees to 
the CU Resources tab on the campus 
online portal at my.cu.edu.  
     Employees needing assistance with 
these forms should contact a payroll 
counselor at 303-860-4200, option 2. 
If the change is intended to be tempo-
rary, a new W-4 and/or an Additional 
Tax Withholding-Request Additional 
Tax/Cancel Additional Tax form can be 
used later to reset the withholding and 
additional withholding amounts.
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CU Resources 
to debut Oct. 21
     The new CU Resources 
area was designed by a team 
of CU employees for the CU 
community. When the area 
debuts Oct. 21, users will see 
abundant new features and 
information.
     This redesign builds the 
foundation for ongoing im-
provements to CU Resources. 
Users will see the number 
of handy features and tools 

grow in the coming months 
and years. 
     New features include an 
expanded news area, favor-
ites, new accordion menus 
and icons, social network 
integration and a more mo-
bile-friendly design.
       For more details about 
the CU Resources area, visit 
curesources.wordpress.com/
portal-news/.

can ask to see any alternative 
document that shows the 
employee’s name and Social 
Security number, such as a 
copy of a tax return or other 
document. 
     If the new employee 
doesn’t have these docu-
ments, the PPL can have the 
employee submit a signed 
statement certifying that 
his or her name and Social 
Security number is correct 
as shown on that statement 
and matches that recorded 
by the Social Security Admin-
istration. PPLs should track 
these employees and ask for 
a copy of the Social Security 
card when it is available, in 
order to confirm the data was 
entered correctly. 

Tax appointments
     International employees 
will still be required to make 
their new employee appoint-
ments via the online appoint-
ment system. 
     At that time, the inter-
national tax specialists will 
determine and document 
their U.S. tax status, obtain 
copies of their immigration 
documentation and fill out 
additional paperwork. 
     Note: Departments should 
not give their international 
employees W-4 forms, as the 
system is designed to default 
their withholding appropriate-
ly until we have the oppor-
tunity to advise them on any 
restrictions that apply in how 
they fill out that form.

SSN: Alternative docs with SSN accepted
https://twitter.
com/JobsAtCU  
 
@JobsAtCU

www.facebook.
com/jobsatCU


