8.9 HRMS Step by Step Guide
Entering Docks (MON) — Time Collection Module

Overview: This guide provides instruction on entering docks in Time Collection.

Note: The screen shots used in this guide may not be representative of your access.

CREATE A BATCH
1. Navigate to the University,s
Batch Header page ~olorado

HRESITEST T ALL CU Home

1 Time Collection = Batches
— Batch Header
1 Batches = .
L s Lo Header Control
Appointment
N BatCh Header — EE Data - Expired Enter any infarmation you have and click Search. Leave fields blank far a list of all values.
Appointment
— EE Data - One Time | Find an Existing Value || Add a New Value |
Payrment
— EE Data - Entered in | ; - [
Batch Pay Group:| begins with v|i|
~ Approve Time Entrylda BatchID: | begins with v ||
oTR —
— Approve One Time
[ Payments Search J Clear I Basic Search Save Search Criteria
[ Time Entry Reports
[* Find Batches
&> Payrall for Morth America Find an Existing Value | Add a Mew Yalue

s Bavenll Intarfara

2. Header Control
page displays

1 Click [ Eind an Existing Value || Add aNew Value |
[ Add a New Value |

Header Control

Pay Group: |MON
[} Enter Pay Group of BatchID: [A10)]
“MON” '
[] Enter Batch ID —a A

Batch ID must
consist of a three
alpha and/or alpha-
numeric code

Find an Existing Value | Add a Mew Value

Note: You must use
different Batch IDs to
create multiple
batches in the same
pay group and the
same pay period.
You may reuse
Batch IDs from pay
period to pay period

1 Click add
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3. Batch Header page
displays

1 Enter Description
that uniquely
identifies the batch
(optional)

[] Batch Status of
Open will default —
leave as is

1 Click & save

ENTER DOCK

INFORMATION

4. Without cancelling
out of the Batch
Header page,
navigate to the EE
Data-Current
Appointment or EE
Data-Expired
Appointment page

1 Using the left-hand
navigation menu,
click EE Data-
Current Appointment
or EE Data-Expired
Appointment page

3/5/2007

Company: cl Iniversity of Colorado Batch ID: A10
Pay Group: (Tlal Waonthly Employee Batch Source: O Online
Pay End Date:  11J30/2006
Created By: 163797 a1000 Payroll & Benefit Services
Description: Batch Totals
|PBS MON AD
EE Coumt: [ Pay Amt:  $0.00
[ one Time Payment Cnly?
— 2 Addl Amt:  §0.00 Hours: 0.00
Batch Status
Approved Totals
® Cpen Approved
O cancelled EE Count: 0 Pay Amt:  §0.00
Processed
() Ready Addl Amt:  §0.00 Howrs:  0.00
B zave | [Z] Motify ‘ Eradd | FupdateDisplay

University,r

..010Tado

| - Batches

— Batch Header

— EE Data - Current
Appointrient

— EE Data - Expired
Appointment

— EE Data - One Time
Payment

— EE Data - Entered in
Batch

— Approve Time Entrgio
oTe

- Approve One Time
Fayments

[> Time Entry Reparts

i> Find Batches

: Pawrall far Marh Graarica

ALL CUHome [ Y

eny > Time Collection =

|/ Batches
Time Ertry Batches

EE Data - Current Appointment

=== Batch Header —
EE Dats - Current Appointment

Batch Header - testing trace

EE Data - One Time Payinent
2 EE Data - One Time Payment

EE Data - Entered in Batch
" EE Data - Entered in Batch

Approve One Time Payments
L Approve One Time Payments

Entering Docks (MON) — Time Collection Module

Edit "Batches" Folder

EE Data - Expired Appointment
EE Data - Expired Appointment

E“ Approve Time EntiyNo OTP
Approve Time EntryMo OTP
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5. EE Data search

; EE Data - Current Appointment
page displays

Enter any information you have and click Search. Leave fields blank for a list of all values.

'] Enter Paygroup
1 Enter Batch ID

"1 Enter EmplID and/or —
Department and any Pay Group: hiegins with |m10N

other search Batch ID: hegins with + |A10
categories Department: | hegins with |+ |
7 Click Search EmpliD: hegins with » |1I35554|
Empl Rcd Nbr:| = v |
Name: begins with + |
Last Name: | begins with + %

Search | Clear | Basic Search B Save Search Criteria

| Find an Existing Value |

L0

6. Time Entry Data
page displays Time Entry Data

E Save |ClReturn tao Search) 4= Mextin List) +Z Prewious in List)

1 Enter applicable

Earnings Code and Company:  CU  University of Coloradao Batch ID: A10 Open
HOUI’S (negative Pay Group:  MOM  Monthly Employee Pay End Date:  11/30/2006
number is required EmpliD: 105654 Employee TE Status |
in hours) O cancelled Approved
Pay A Active Job Code:  HEGIHN O Ready Processed
e Status:
"] To add additional i Leave _ |
Rate: §32.23 Position: nosnaq27 | Sickl 14063 Vacation: 9119

earnings code(s),

click E Custamize | Find | View &1 | B8 First [ 1 071 [F] Last

“ Click 5 sme ;:E:_%i““! ’EM Override Rate  |Speediype Pay Amount ’7

1 WDk CQ wacDock | -8.00 | | Q =]
(=]
Totals |
-8.00 $0.00 §-253.90

&l save | LU Return to Search | [=] Motity |
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MARK BATCH ‘READY
FOR APPROVAL’

7. Without cancelling
out of the page
after saving the last
employee’s data,
navigate to the
Batch Header page

[1Using the left-hand
navigation menu,
click “Batch Header”

[J Change Batch
Status to “Ready”

O Click & save

APPROVE THE
BATCH

8. Without cancelling
out of the Batch
Header page,
navigate to the
Approve Time
Entry/No OTP page

1 Using the left-hand
navigation menu,
click “Approve Time
Entry/No OTP”

3/5/2007

Company: il University of Colorado Batch ID: Al
Pay Group: MOR Manthly Employes Batch Source: O Onling
Pay Endl Date:  11/30/2006
Created By: 163747 51000  Payroll & Benefit Services
Description: Batch Totals
PES MO AD
EE Count: 1 Pay Amt:  §-253.90
] one Time Payment Only?
— v? Addi Amit:  $0.00 Howrs:  -8.00
Batch Status
Approved Totals
(@) Cipen Approved
O Cancelled EE Count: 0 Pay Amt:  §0.00
Processed
{(*) Ready Addl Amt:  F0.00 Hours: 0.00
& save | LLReturnto Search | [E] Matify Es Aad

Universityys

Ule L

Menu (=]
Search:

Ii My Favaorites

[» Reports

[ Recruiting

[ Workforce Administration
[» Benefits
[» Compensation
= Time Collection
= Batches
— Hatch Headar
— EE Diata - Current
Appointment
— EE Data - Expired
Appointment
—EE Data - One Tima
Bayment
— EE Data - Entered in
Batch
— Approve Time Entryito
oTP
— Approve One Time
Payments
[ Tirne Entry Reports
[» Find Batches
[ Payroll for Morth America
[ Payroll Interface
[ Wiorkforce Development
[+ Organizational Development
[» Enterprise Learning
[ Wiorkforce Manitoring
[ Set Up HRMS
[» Enterprise Components
[ Tree Manager
[» Reporting Tools
[ PeopleTools
[* Packaging
— My Dictionary

Entering Docks (MON) —

Batch ID:

A0

Batch Source: O Onling

51000

Batch Totals

Company: cU University of Colorado
Pay Group: MO Manthly Emplovee
Pay End Date;  11/3002006

Created By: 163797

o Description:

FBES MON AD

[Jone Time Payment Only?

Batch Status
@] Open Approved
O cancelled R achEen
&) Ready

B Save ‘ LLReturnto Search | [=] Motify

Time Collection Module

EE Count:

Addl Amt:

1 Pay Amt:  §-253.590

$0.00 Hours: -8.00

Approved Totals

EE Count:

Addl Amt:

i} Pay Amt:  §0.00
$0.00 Hours: 0.0o
B Acd

FPayroll & Benefit Services
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9. Time Entry
Approve page
displays

"1 Review the time
entry information for
accuracy

1 Click the “Approved
By” checkbox to
approve all entered
time entry records for
the batch

[ Click & save

Entering Docks (MON) ¢

3/5/2007

| Time Entry Approve |

Company: cu University of Colorado Description:  PBS MON AD
Pay Group: MON Monthly Employes Pay End Date:  11/30/2006
Batch ID: Al Batch Source:  Qnline Batch Status:  Ready
Batch Added By: 163787 O Approved By
L}
Customize | Find | Wiew & | ] First 1af 1 Last
Name # | Hours | AddlAmt |PayAmount
aL 0 -200 §O.00  §-253.90
Batch Ready Totals: 1 Emplayees -8.00 F0.00 $-253.90
Batch Approved Totals: 0 Employees 0.00 $0.00 §0.00
& save | L\ Return to Search | [=] matity |
om plete
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