Updating Position Funding

Go to the “Pay Actions” tile, then click “CU PETs and Funding”, then “CU Funding Entry”.
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Click “Add a New Value”.
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Enter any information you have and click Search. Leave fields blank for a list of all values.
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Enter the Position Number and the Effective Date. (NOTE: The effective date should be the
first of the month the appointment will begin in for contract appointments or the first day of
the Bi-Weekly Pay Period for hourly appointments.)
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Enter the Speedtype, Funding End Date and Percent of Distribution.

e Contract/Monthly appointments should have an end date that is the last day of the
month that the appointment ends in. (Example: 12/31/XXXX or 05/31/XXXX)

e Hourly appointments should have an end date that aligns with the last day of the
pay period of when the appointment is ending. Please refer to the Student
Employment Website for the Bi-Weekly Payroll Calendar.

e NOTE: Department Chairs/Directors often rely on CU Data financial reports to track
part time salary expenses. When funding end dates are not entered in HCM the data
in the financial reports is not an accurate reflection of the salary encumbrances.

Then click “Save/Submit”.
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