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University of Colorado

Special Payroll Processing

CU Time Collection

CU Time Collection Special Payroll Processing will be used

by departments to enter earnings for off-cycle payroll. The off-
cycle payrolls will pay either with or the Friday after the
Monthly payroll.
Special Processing Time collection will open at 9 am the day
following the Monthly time collection close and will remain
open until 12pm on the last Tuesday of the month. Payroll
processing and confirm will complete Tuesday evening. The
files will be sent to the bank and off-cycle pulls and reversals
will be completed on Wednesday. Checks are issued the
Friday on or after the regularly scheduled monthly pay date.
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Create Off Cycle Batch

Navigation: Time Collection > Special Payroll Processing

Step 1. Click Batch Header Off Cycle.

Main Menu = Time Collection =

Special Payroll Processing
Special Payroll Processing

= Batch Header Off Cycle

E" EE Data - Current Off Cycle
EE Data - Current Appointment Off Cycle

E" EE Data - One Time Payment OC

E" EE Data - Entered in Batch OC
EE Data - One Time Payment Off Cycle

EE Data - Entered in Batch Off Cycle

Step 2: Click on the Add a New Value tab.

TE Header Off-Cycle
Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing ValueC[_Add a New Value ] D

Pay Group: begins with -
Batch ID:  begins with -

Search | Clear |Easic:8earch B save Search Criteria

Step 3: Enter a new Batch ID.

A batch ID must consist of three characters (letters and/or
numbers). A new batch ID must be used for each batch
created for the same pay group within the same pay

period. Batch IDs can be reused in subsequent pay periods.
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TE Header Off-Cycle

[ Find an Existing Value || Add a New Value

Pay Group:;

Batch I€_LL1__ D

Add

Step 4: Click Add. The Time Entry Header Page is displayed.

Time Entry Header
Company: cu University of Colorado Batch ID: LL1
PayGroup:  MON Monthly Employee Batch Source: O Online
PayEndDate:  12/27/2013 ¥ off Cycle Payroll

Created By: 51000  Employee Senices
Description: Batch Totals
|‘I 2/27TM30C-LL1
EE Count: © Pay Amt:  50.00
[~ One Time Payment Only?
[~ Load Data from Leave App AddlAmt:  $0.00 Hours:  0.00
Batch Status Approved Totals
@«
Opes ™ Approved EECount 0 Pay Amt: 50.00
€ Cancelled I Processed
 Ready AddlAmt:  $0.00 Hours: 0.00

Load Data from My.Leave for il
Departments: Customize | Find | View All | First

Department Selected
1 I

10of1 Last

Enter a description that uniquely identifies the batch so that
it can easily be referenced later when needed. Make sure
the batch status is “Open” and then click “Save”.

Step 4: Once the batch has been created, navigate to the
appropriate type of data to be entered in the Menu: Current
Off Cycle Appointments or Expired Appointments.

NOTE: Special Payroll Processing Batches will not load time

data from My Leave.

Add EE Data — Current Appointment OC

Navigation: Time Collection > Special Payroll Processing

Step 1: Click EE Data — Current Off Cycle.

Main Menu = Time Collection =

Special Payroll Processing

Special Payroll Processing

Batch Header Off Cycle
Batch Header Off Cycle

E" EE Data - One Time Payment OC
EE Data - One Time Payment Off Cycle

E" EE Data - Entered in Batch OC
EE Data - Entered in Batch Off Cycle
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Step 2: Enter the Pay Group, Batch ID and employee ID number _ i i
and/or department number> Click “Search”. Add EE Data Explred Appomtment oC

EE Data - Current Appt. OC Navigation: Time Collection > Special Payroll Processing
Enter any information you have and click Search. Leave fields blank for a list of all values

Step 1. Click EE Data — Expired App Off Cycle.

| Find an Existing Value |

Use the same batch as for current employees.

Pay Group: [ begins with =] [MON i vt
| Special Payroll Processing [T
BatchID:  |begins with = |[LL1

Spacal Payral Frocessing

felye

Department: |begins with = || L= ] T
EmpiD: | begins with =] S e . E T
Empl Red Nbr:|= =
Name: [begins with ~]| Step 2: Enter the Pay Group, Batch ID and employee ID number
LastName: |begins with <] % and/or department number> Click “Search”.

EE Data - Current Appt. OC
ﬂl ﬂl Basic Search [E Save Search Criteria Enter any information you have and click Search. Leave fields blank for a list of all values

Step 3: Enter the correct earnings code for regular appointment | Find an Existing Value |

wages (STH for students or REG for all other hourly paid

employees). Use the Magnifying glass for available codes. Pay Group: [begins with | (MON

BatchID:  |begins with = |[LL1 Q

Time Entry Data Department: | begins with ~|| Q
EmpliD: | pegins with ~ ||

Company: CU  University of Colorado Batch ID: LL5 Open Empl Red “hnl - j |

Pay Group: MOM Monthly Employee Pay End Date:  11/29/2013 - -

T ] Name: |beg|ns with ;”

EmpliD: 123456 0 Emp, Name C Cancelled I Approved Last Name: |begins with = |[%

Pay A Active Job Code: 1310 | " Ready I” Processed |

Status: Leave

rate: 57 02 posttion: 00700008 | Sick 15500 Vacation: 17207 | %29 Datz | Search | Clear |Elasic Search [E) Save Search Criteria

~
Customize | Find | View Al | it First 10f1 Last

an.i s ’7’—’7’7 ’7’7 Step 3: Enter the correct earnings code for regular appointment
u— urs mi er| e E!!E
’ @ Mm . — ‘ o . wages (STH for students or REG for all other hourly paid

employees). Use the Magnifying glass for available codes.

Time Entry Data
=
|Totals ]
0.00 $0.00 $0.00 Company: CU  University of Colorado Batch ID: LL5 Open
Pay Group: MON Monthly Employee Pay End Date:  11/29/2013
. Employee TE Status |
5 =1 hoti EmpliD: |
a4 123456 0 Emp, Name P e—
Pay T Terminated JobCode: 1305 " Ready I~ Processed
Status: |Leave |
Look Up Earnings Code Rate: Position: 00601082 Sk 80213 Vacation:

s.
Customize | Find | View All| ] First 10f1 Last

Eam?ngs Program ID: : : FAC ?Ar:is S — ?hiem-ae o
Earnings Code: |beg|ns wnhL”

1 @ | | | | Q =
[=]
Look Up | Clear | Cancel I Basic Lookup
Totals |
Search Results 0.00 $0.00 $0.00
WView Al First 1-37 of 37 Last
@Re{um to Search | 1[E Previous in List | +E| Next in List | [=] Notify |
Earnings Code |Description Payment Type |Hourly Rate Type S——H"
ADM Administrative Leave Hours Only  Annual Hrl
ATH Athlethic Tickets-PBS Use Only  Amts Only Annual Hri . . win .
CAR Auto Allowance -PBS Use Only  AmisOnly  Annual Hrl Step 4: Add rows using the *+” for each additional pay code.
B L S s Step 5: Click Save when finished.
DK3 Furlough Leave Either Annual Hrl
DP3 Dependent Personal Service-NRA Either Annual Hrl

Be sure to click “Save” after entering pay information for each
Step 4: Add rows using the “+” for each additional pay code. employee.

Step 5: Click Save when finished.
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Add EE Data — One Time Payment OC

One Time payments are used to pay wages that are not part of an
employee’s regular appointment and are entered into a “One Time
Payments” batch.

Navigation: Time Collection > Special Payroll Processing

Step 1. Go to Batch Header Off Cycle.

Main Menu = Time Collection =

ﬁ Special Payroll Processing

Special Payroll Processing

E" Batch Header Off Cycle
Batch Header Off Cycle

E" EE Data - Current Off Cycle
EE Data - Current Appointment Off Cycle

E" EE Data - One Time Payment OC E EE Data - Entered in Batch OC
EE Data - One Time Payment Off Cycle EE Data - Entered in Batch Off Cycle

Step 2: Create a new Batch ID for your One Time Payments.

Time Entry Header

Company: cu University of Colorado Batch ID: LL1
Pay Group: MON Monthly Employee Batch Source: 0O Online
Pay End Date:  12/27/2013 I off Cycle Payroll
Created By: 188053 Lane, Lezlie Karen 51000 Employee Senvices
Description: Batch Totals
|0ne Time Off Cycle 122713
EE Count: Q0 Pay Amt:  $0.00

[V One Time Payment Only?
I” Load Data from Leave App AddiAmt:  $0.00 Hours:  0.00
Batch Status Approved Totals

«

P ™ Approved EE Count: 0 Pay Amt: $0.00

" Cancelled ™ Processed

 Ready Addl Amt:  $0.00 Hours:  0.00

Load Data from My.Leave for
Departments:
Department Selected

1 r

u
Customize | Find | View All| ] First 10f1 Last

B save | [=] Notify |

Step 3: Select the M checkbox for One Time Payment Only.

Enter a description that uniquely identifies the batch so that
it can easily be referenced later when needed

Step 4: Click Save.
Step 5: Go to EE Data — One Time Payment Off Cycle.

Main Menu = Time Collection =

ﬁ Special Payroll Processing

Special Payroll Processing

Batch Header Off Cycle E EE Data - Current Off Cycle

Batch Header Off Cycle
E EE Data - One Time Payment OC
E Data - One Time Payment Off Cygl
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E" EE Data - Entered in Batch OC
EE Data - Entered in Batch Off Cycle
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Step 6: Enter the correct earnings code for one-time payment and
the payment amount. Use the Magnifying glass for available
codes.

One Time Payment

Company: CU  University of Colorado
Pay Group:  MON Manthly Employes

Batch ID: LL1 Open
Pay End Date:  12/27/2013

EmpliD: Employee TE Status

1234560 Emp, Name  Cancelled [~ Approved
Pay A Active JoDLoae:  uubU " Ready I” Processed
Status: =
Rate:  §5572 Position: 00684488 Sick: 60250 Vacation: 35488

.
Customize | Find | View Al B2l First (1] 1 o1 (| ast

g;ﬁmingg Hours |Addl Amt Override Rate | Speedtype Pay Amount
(&) \ | | 2 =
=l

Comments| | Totals
0.00 $0.00 $0.00

& save | £\ Retur to Search | 1l Previous in List | +El Next in List | (=T Wotify |

Look Up Earnings Code

Earnings Program ID: EXP
|begins withj|

Earnings Code:

LookUpl Clear | Cancel |EIasicL00kup

Search Results

Wiewr All First 1-18 of 16 Last
Earnings Code |Description Payment Type Hourly Rate Type
ALW Allowances - Uniforms Amts Only Annual Hrl
APF Additional Pay Flat Amts Only Annual Hrl
AWR Awards - Taxable Amts Only Annual Hrl
BEX Business Expense-PBS Use Only Amts Only Annual Hrl
BOMN Bonus Amts Only Annual Hrl
CTR Other Contracts Amts Only Annual Hrl
HMA Honararium - One Time Pymt Amts Only Annual Hrl
NE Incentive Pay Amts Only Annual Hrl
LEG Med - Legal Amts Only Annual Hrl
MV Moving Expense - Non Taxable — Amis Only Annual Hrl
MVT Moving Expense - Taxable Amts Only Annual Hrl
REC Recruitment Incentive Pay Amts Only Annual Hrl
REF Referral Award Amts Only Annual Hrl
SEV Severance Amts Only Annual Hrl
SP1 Stipend-Students except JC32x  Amts Only Annual Hrl
TPD Temporary Pay Differential Either Annual Hrl

Step 7: Add rows using the “+” for each additional pay code.

Step 8: Click Save when finished.

Prepare Batches for Approval

Special Off Cycle batches require approval — same as the normal
process.

Once all employees have been entered into the off cycle batches,
each batch needs to be changed to “Ready” for approval. After
saving the time entries entered for the last employee, and without
cancelling out of the current page, navigate to the ‘Batch Header’
page.
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Navigation: Time Collection > Special Payroll Processing

Step 1. Go to Batch Header Off Cycle.

Main Menu = Time Collection =

Special Payroll Processing
Special Payroll Procasal

E" Batch Header Off Cycle
Batch Header Off Cycle

E" EE Data - Current Off Cycle
EE Data - Current Appointment Off Cycle

E" EE Data - One Time Payment OC
EE Data - One Time Payment Off Cycle

E" EE Data - Entered in Batch OC
EE Data - Entered in Batch Off Cycle

Step 2: Change the ‘Batch Status’ from “Open” to “Ready”..

| Time Entry Header |

Company: cu University of Colorado
Pay Group: MOM Monthly Employee
Pay End Date:  12/27/2013 ¥ Off Cycle Payroll
Created By:
Description: Batch Total
Cne Time Off Cycle 12127113
EE Count:
Iv One Time Payment Only?
I Load Data from Leave App Addl Amt:
Batch Status Approved T
- o
. g“'e“ . Approved EE Count:
ance
-
Processed Addl Amt:

* Ready

Step 3: Click Save.
The Batch is now ready for approval.
Note:  The time entry batch cannot be approved and will not be

processed if left in “Open” status.

Cancelling a Batch

If an error is made and it is necessary to cancel the batch;

e  Batch status should be changed to “Cancelled” and then
click “Save”. No approval is needed for a cancelled batch.

If the batch has already been approved;

e Have the approver unapprove the batch and then change
the status from “Ready” to “Cancelled”.

Revised 1/2014
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Approve Time Entry/No OTP Off Cycle

Time Collection Approval for off cycle is located in the Special Payroll
Processing folder and follows the same rules as regular Time
Collection.

Navigation: Time Collection > Special Payroll Processing
Step 1. Go to Approve Time Entry/No OTP Off Cycle.

| WanbemTmetsbectesr |
Special Payroll Processing e

Step 2: Select the M checkbox next to Approved By.

Time Entry Approve
Company: cu University of Colorado Description: Another Test
Pay Group: MON Monthly Employee Pay End Date:  11/29/2013
Batch ID: LLA Batch Source: Online Open

Batch Status:
Batch Added By: @pproued By:

Karen

N
Customize | Find | View All| it

First 1 0f1 Last
TE Hame # Hours Addl Amt |Pay Amount
Q McMonagle, Kevin 0 1877 54,526.46 $5,066.47 [

Batch Ready Totals:
Batch Approved Totals:

4 Employees
0 Employees

< B save ’.O\ Return to Search | [=] notiry |

Step 3: Click Save.

18.77
0.00

54,526 46
$0.00

$5,066.47
$0.00

Approve One Time Payment Off Cycle

Time Collection Approval for off cycle is located in the Special Payroll
Processing folder and follows the same rules as regular Time
Collection One Time Payments.

Navigation: Time Collection > Special Payroll Processing

Step 1: Go to Approve One Time Payments Off Cycle.

Special Payroll Procassing

Quick Reference Guide
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Step 2: Select the M checkbox next to Approved By.

[ One Time Payment Approval |

Company: cu
Pay Group: MON

Description: One Time Off Cycle 12/27M13
Pay End Date:  12/27/2013

University of Colorado
Monthly Employee

Batch ID: LL1 Batch Source: Online Batch Status:  Ready

Batch Added By: pproved By,

u
Customize | Find | View All| £ First [ 1 071 "] Last

TE |OTP Name # Hours | Addl Amt |Pay Amount
Qo 0 000 $0.00 $0.00 I~
Batch Ready Totals: 0 Employees 0.00 $0.00 $0.00
Batch Approved Totals: 0 Employees 0.00 $0.00 $0.00

| [=] notify |

< & save gﬂeturn o Search | +E Previous in List

Step 3: Click Save.

Time Entry Reports

The Time Entry reports available today may be used for the special off
cycle payroll reporting.

Navigation: Time Collection > Time Entry Reports

=

B ooy mgimgenn ]

Time Entry Reports ot Time
-

F==1 Timao Entry {1 TimePay) F== Time Entry Archive [1 Timedtay}

[ Fin 25
Spedcial Payroll e Entry (1 TimePay —I Time Entry Archive (1 TmeP:

Processing

Step 1. Go to Time Entry Roster and select your run control ID.

Time Entry Roster

Run ControlID: SPEC Report Manager Process Monitor Run

Report Parameters
*Pay Run ID: C,  Special Offcycle Monthly

Department: ), (Leave blank for all departments)

Step 2: When running reports for the special off cycle payrolls, the
Pay Run IDs will begin with OC.

Revised 1/2014
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Off Cycle Time Entry FAQs

1. Highlighted Fields Error — When creating an Off Cycle Batch,
the pay end date must be displayed.

Time Entry Header
Company: cu University of Colorado Batch ID: 123
Pay Group: MON Monthly Employee Batch Source: O Online
[ Pay End Date: ] Off Cycle Payroll
Created By: 51000 Employee Services
Description: Batch Totals
Off Cycle Batch|
EECount: 0 Pay Amt:  $0.00
[“] one Time Payment Only?
Load Data from Leave App AddlAmt:  $0.00 Hours:  0.00
EEalC s Approved Totals
@
N jOpes LErrord EECount: 0 Pay Amt: 5000
o) BT T Processed
) Ready AddlAmt:  50.00 Hours: 0.00

Load Data from My.Leave for g
Departments: Customize | Find | View All| First 10f1 Last

Department Selected
1 O

If the date is not displayed as in this example, when the save
button is selected, the following error will display.

Message from webpage @

l Highlighted fields are required. (15,30}
LY

Enter data into the highlighted fields.

|

A

This indicates that the off cycle calendar is not available.

Time Entry Header
Company: cu University of Colorado Batch ID: 123
Pay Group: MON Monthly Employee Batch Source: O Online
Pay End Date: | Off Cycle Payroll
Created By: 51000 Employee Senices

2. Can changes still be made?

If a change needs to be made after approval, the process
should be done in reverse:

1. Approver must unapprove the batch and save it.

2. Batch status is then changed from “Ready” to “Open”.
3. Save and then navigate to appropriate data to be
entered.

Make necessary changes and Save.

Mark batch as “Ready” and Save.

Save the batch reapproved and Save.

o0 ks
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3. What if | enter/upload a batch after noon on the Tuesday
close?

The Special Off Cycle payroll processes will close around
12pm. Messages on the pages will indicate when the
processes are closed.

4. Will the Special Off Cycle Payroll process load time from
My Leave?

No, this process will not allow time uploaded from My Leave.

5. Can acheck that was pulled from the monthly on cycle
payroll be entered in this process?

Yes, if it meets all of the normal payroll approval requirements.
The regular hours or salary will need to be entered in a time
entry batch for the employee.

6. Will benefits be processed for this payroll?

Yes, benefits will be processed as normal, based on the
deduction requirements for each benefit. Deductions in
arrears may be picked up in this payroll.

7. Will Leave Accruals update correctly for this payroll?

Yes, as long the employee is an eligible job code and active
leave enrollment.

8. Can retro pay for Contracts be entered on this payroll?

Yes, enter the CRG and ENP through time collection.

If you miss the deadline for this special off cycle, the retro
payments will need to be paid on the next on cycle payroll for
CRG/ENP, go to ES > Forms > Retroactive Pay Due >
Retroactive Pay Adjustment. Complete this form and forward
to Employee Services.

9. Will Pay Advices for this off cycle be posted in the
employee portal?

Yes, the Special Off Cycle Payroll advices will be displayed in
Pay Advice.

10. Will checks and direct deposits be received on Friday?

Yes, checks should be received by Friday and direct deposits
will be posted on Friday.

11. I missed the BW time collection. May | enter them into
this cycle?

The Special cycle is for monthly paid employees only however,
you may enter them as LTS in the next BW cycle.

12. What if the monthly salary changed in the middle of the
month and | just entered and received approval now?

If it was done after the normal cycle, then yes, it can be
entered, but you must prorate the change amount only. So if

Joe’s increase was $200 effective 1/13/14. You'd take the

Revised 1/2014
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13.

14.

15.

16.

17.

18.

$200/23 working days times 15 days worked to get a total pay
amount of $130.44. The $130.44 would be entered as RGS.

| have a VCT payout for a prior month. May | add this to
this cycle?

Prior month VCT payments should be processed on the next
regular cycle time collection.

What reports are available for me to validate my entries
and the final results for this cycle?

You can run the Time Entry Report before it processes and the
Time Entry Archived Report after it processes. You can also
run the Payroll Register to confirm your employees pay for this
cycle.

If regular pay is entered through normal time collection
and then additional pay is entered through the special
payroll process, how will duplicate benefit plan
deductions be avoided?

The special payroll process will be monitored to avoid
duplicate benefit deductions.

If the regular monthly paycheck does not include enough
earnings to cover the benefit deductions, will the
remaining balance be deducted from the special payroll
cycle?

Yes

If an employee who is retiring has elected to tax defer
their leave payout, should this be entered in regular time
collection or the special time collection?

Leave payout should be entered in the regular time collection
to ensure the retiree’s leave is contributed correctly.

What will happen if the leave payout for an employee who
is retiring is entered during the special time collection and
the retiree has elected to tax defer the payout?

The amount the retiree has elected to tax defer may be

deducted twice, once from the regular pay cycle and once from
the special pay cycle.
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