University of Colorado
Payroll & Benefit Services

&

Overview: This guide provides instruction on entering one time payments for employees. One time
payments are used to pay wages that are not part of an employee’s regular appointment.

8.9 HRMS Step by Step Guide
Entering a One Time Payment — Time Collection Module

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

CREATE A BATCH o
1. Navigate to the UnuvgrSIIy?{. N
Batch Header page AIEOERG

HRBITEST T ALL CUHome | iMorklist | MultiChannel Console | Add to Favorites | Sig

badl Msin Menu = Time Collection =

— Batch Header

. . — EE Data - Current [/ Batches Edit "Batches" Folder
= Time Collection Apolniment e A
— EE Data - Expired ME RS
L] Batches Anpointment = Batch Header EE Data - Current Appointment =] EE Data - Expired Appointiment
— EE Data - One Time Biatch Header - testing trace L EE Data - Current Appoirtment EE Data - Expired Appointmert
1 Fayment
BatCh Header — EE Data - Entered in
Batch ﬁ EE Data - One Time Payinent E EE Data - Entered in Batch E Approve Time EntryNo OTP
— Approve Time Entrgto EE Data - One Time Payment EE Dista - Entered in Batch Approve Time EntryMo OTP

oTP

— Approve One Time

Payments Approve One Time Payments
[ Time Entry Reports L Approve Cne Time Payments
[ Find Batches
I Bavwnll far Rlavh Avaarica

2. Header Control

, Header Control
page displays

[ Eind an Existing Value || Add aNew Value |

= Click | AddaNew Value |

= Enter Pay Group of Pay Group: MON <
“MON” or “BW” BatchID: |AD4
» Enter Batch ID — a Add
Batch ID must consist
of a three alpha _ Find an Existing Yalue | Add a Mew Value
and/or alpha-numeric
code

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

= Click Add
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3. Batch Header page
displays

= Enter Description that
uniquely identifies the
batch

= Select the ‘One Time
Payment Only’ box

= Batch Status of Open
will default — leave as
is

= Click B save

ENTER ONE TIME

PAYMENT

INFORMATION

4. Without cancelling
out of the Batch
Header page
navigate to the EE
Data-One Time
Payment page

» Using the left-hand
navigation menu,
click EE Data-One
Time Payment page

3/5/2007

Company: cu

Pay Group: MON Monthly Employee

Pay End Date:  11/30/2006

Created By: 142339 Smith, Terri R.
Description:

Bonus - Cary Schneider

ane Time Payiment Only?

|Batch Status |
& 0pen Approved
O cancelled Pracicied
O Ready | 1 |

B save I [=] Matity |

University,s

-.010racao

— EE Data - Current
Appaintrnent
— EE Data - Expired

SETTTITITTTE
— EE Data - One Time
F t
o FtE—Entered in
Hatch E EE Diata - One Time Payvinent
porove Tirme Entro EE Data - One Time Payment

OTF

Time Entry Batches

E‘ Batch Header
Biatch Header - testing trace

pptove One Time
Payments

[> Time Entry Reports E Approve One Time Payments

[+ Find Batches

= Approve One Time Payments

University of Colorado

Batch ID: AD4
Batch Sowrce: O Online
10463 UCSU Stdt Fin-S0OF0
|Batch Totals
EE Count: 0 Pay Amt:  §0.00
Addl Amt:  $0.00 Hours: 0.0o
|Approved Totals ]
EECount: 0 Pay Amt:  $0.00
Addl Amt:  $0.00 Howrs: 0.00
Eradd | FlUpdateDisplay

STT ALL CUHome

ﬁ EE Data - Current Appointmernt

EE Data - Current Appointment

E" EE Data - Entered in Batch
EE Digta - Ertered in Batch

Entering a One Time Payment — Time Collection Module

Edit "Batches" Folder

E" Approve Time Entry/
Approve Time Ertryfo OTP
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5. EE Data-One Time
Payment search
page displays

EE Data - One Time Payment
Enter any information vou have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value |

= Enter Pay Group

= Enter Batch ID Pay Group: | hegins with » ||MOMN
= Enter EmplID and/or Batch ID: begins with + |AD4
Department Department: | bedins with » | &)
= Click Search EmpliD: begins with + 105654
Empl Red Nbr: | = v |
Mame: begins with + |
Last Hame: heging with » |'=.h‘:.

Search | Clear | Basic Search Save SGearch Criteria

6. One Time Payment |~ One Time Payment |

(OTP) tab d I Sp I ays E Save] QRetum to Sealch] +E Mextin List] +E Previous in List)
= Enter applicable OTP Company: U University of Calorado Batch ID: AD4 Open
Earnings Code or Pay Group: MO Monthly Emploves Pay End Date:  11/30i2006
click Q to see a list of EmpliD: 105854 0 Schneider,Cary R. Employee TE Status
all One Time ) cancelled Approved
Payment earnings Pay A Active Job Code:  HEGIHN O Ready Processed
codes Status: Leave
Rate:  §37723 Position: 00508127 Sick: 140,62 \Vacation: 9119

= Enter the dollar Customize | Find | view All | B8 First [ 1 of 1

smonivecrs | e

Addl Amt field 1 [BON QL BONUS | g20000 | | a =
=]

= To add additional

OTP earnings = 1| [Totals
code(s), click Commerts|

0.00 $200.00 $200.00

= Click El Sqve B save ‘ ELReturn to Search | [Z] MNotify

. ClICk 21 Return to Search

4= HextinList | OI | 2 Previous in List
to access other
employees in your
department for one
time payment entry
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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

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

= Change Batch Status
to “Ready”

s Click B save

APPROVE THE

BATCH

8. Without cancelling
out of the Batch
Header page,
navigate to the
Approve One Time
Payments page

» Using the left-hand
navigation menu,
click “Approve One
Time Payments”

3/5/2007

Company: ol University of Colorado Batch ID: AD4

Pay Group: A Co Maonthly Employee Batch Source: O Online

Pay End Date:  11/30/2006

Created By: 142339 Smith, Terri R. 10463 UCSU Stdt Fin-S0OF0
Description: Batch Totals

Bohus - Cary Schneider

EE Count: 1 Pay Amt: §200.00

One Time Payment Only?

Batch Status
) open

O cancelled

® Ready

B save ‘ L\ Return to Search ‘ [=] Matify |

Addl Atz $200.00 Hours: 0.o0

Approved Totals
Approved
EE Count: [

Pay Amt:  $0.00

Processed
Addl Amt: Hours:

f0.00 0.00

[Es Add

Menu

=

Search:

[+ by Favarites

[ Reports

[» Recruiting

[ Warkfarce Administration
[ Benefits

[ Compensation

= Time Collection

®

Company: cu University of Colorado Batch ID: AD3

Pay Group: MON Monthly Employee Batch Source: O Onlineg

Pay End Date:  11/3042008

= Batches

— Baich Header

— EE Data - Current
Appointment

— EE Diata - Expired
Appointment

— EE Data - One Time
Payment

— EE Data - Entered in
Batch

oTP

— Approve One Time
Payments

— Approve Time Entryito

Created By: 1423349 Smith, Terri R. 10463  UCSU Stdt Fin-50F0

Description:
Bonus - Cary Schneider

Batch Totals

EE Count: 1 Pay Amt:  §200.00

One Time Payment Only?

Addl Amt:  §200.00 Hours: 0.00

Batch Status
) open
O cancelled
® Ready

Approved Totals
Approved
EE Count: 0 Pay Amt:  §0.00
Processed
Addl Amit: Hours:

$0.00 0.o0

[+ Time Entry Reports

[> Find Batches
- Payrall for Morth America
[ Workforce Development
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B save | LLReturn to Search | [Z] mNotify B 2ad
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9. One Time Paym ent |~ One Time Payment Approval |

Approval tab

displays Company: cu University of Colorado Description: Bonus - Cary Schneider
Pay Group: MM Monthly Ermployee Pay End Date:  11/30/2006
= Click “View All" to | Batch ID: AD4 Batch Source: Cnline Batch Status:  Ready
Y'ew all e.mployees Batch Added By:  Smith, 142330 O approved By:
included in the batch Terri
R.
= Click the @é (TE) to Customize | Find | iew A1 | B8 First [0 1 o 1 [ Last
view the details of the TE |OTP Name # Hours | Addl Amt |Pay Amount
one time payment @ 4 schneider,CaryR. 0 000 $20000  §200.00

entered for the
employee, or click the
4 (OTP) to view
any comments
regarding the one
time payment

Batch Ready Totals: 1 Employees 0.00 $200.00 F200.00
Batch Approved Totals: 0 Employees 0.00 F0.00 F0.00

B save | L\ Return to Search | [=] Motify |

10. Em p_onee Time Employee Time Detail
D_eta'l page EmpliD: 105654 Schneider,Cary R. e
displays

b}
Customize | Find | Wiew &l | B Firat [1] 1of 1 [*] Last
Owverride

= Review the time entry S AddiAmt | Override Rate | g yyjncet
information for BOM  BOKUS 0.00 $200.00 $200.000 =
accuracy

= Click Return |

to return to the One Return |

Time Payment
Approval tab
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11. One Time Payment
Approval tab
displays

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

s Click B save

= The checkbox to the
right of each
employee’s one time
payment entry will
now be checked on

» Deselect the
checkbox to the right
of the employee’s
data to un-approve

the one time payment

= Click B Ssave

| One Time Payment Approval |

Compamy: CL
Pay Group: [ Lel ]

University of Calarada
tanthly Employee

Batch ID: ADd4 Batch Source:  Online
Batch Added By: Smith, 142339

Terri

R.
TE |OTP Hame

C{ C{. Schneider,Cary R,

Batch Ready Totals:

Batch Approved Totals: 1 Employees

B save | JSlReturnto Search | [Z] Motify

Entering a One Time Payment Batch Complete
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1 Employees

Description:
Pay End Date:

Bonus - Cary Schneider

110302006
Batch Status:  Ready

Approved By: Smith, Terri B

N
Customize | Find | Yiew: &l | e First 1af 1 Last

# Hours | Addl Amt (Pay Amount
I 0.0o §200.00 §200.00
0.00 §200.00 F200.00
0.00 §200.00 $200.00
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