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Helpful Reports 

• Workers Org Assignments and Costing Allocation 
with Salary

• One-Time Payment History 

• Bonus and One-Time Payments 

• Compensation Summary 

• Worker Details by Department

• Terminations

• Non-Student Hourly Monitor

• Position Compensation as of Effective Date

• HR Partner Hub

• Positions with Organization Assignment and 
Costing Allocation

• End Dates for Employees and Contingent 
Workers

• View In-Progress Job Requisition Events

• View All Positions

• CSUS View All Positions and PM Requisitions

• Employee Assigned Organizations

• Workers Org Assignments and Costing 
Allocations

• Workers Org Assignments and Costing 
Allocations with Detail
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HR Partner Hub

▪ HR Partner Hub Guide Job Aid | Workday @ CSU | Colorado State University

▪ The hub aims to streamline HR operations, allowing partners to focus on strategic initiatives. 
HR Partners can access the hub now and track information on personnel actions for all the 
supervisory organizations they support, including those initiated by other HR Partners or 
Managers. The Hub can be expanded in the future to contain recommended links, targeted 
announcements, and more.

▪ Key features include:

▪ Workforce Movement Events: Access information on past-dated, in-progress, and 
upcoming events such as job changes, worker movements, and new hires.

▪ User-Friendly Navigation: Navigate through dashboards and suggested links to 
enhance usability.

https://workday.csusystem.edu/hr-partner-hub-guide-job-aid/
https://workday.csusystem.edu/hr-partner-hub-guide-job-aid/
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Positions with Organization Assignment and Costing 
Allocation

This report displays all employees within the selected 
supervisory organizations, including their department, 
job family group, position, employee name, salary, 
FTE, and any associated costing allocations.
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Positions with Organization Assignment and Costing 
Allocation, Continued
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End Dates for Employees and Contingent Workers Report

Pro Tip: Use the Worker Types 
field to narrow your search 
results to either contingent 

workers or employees only, as 
shown below.

This report displays end dates for employees, 
contingent workers, or both. All report prompts are 
optional. The report includes employee/worker 
names, contract end dates, job profiles, and 
associated KFS account information.
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End Dates for Employees and Contingent Workers 
Report, Continued

Pro Tip: When working with a 

large list, filter the Contract End 

Date column using "Is On or After" 

and a desired date. Then sort the 

column in ascending order to view 

upcoming contract end dates first.
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View In-Progress Job Requisition Events Report

This report generates all job requisitions that 
are in-progress.

In-progress requisitions are requisitions that 
have been saved for later or are awaiting 
Talent Acquisition (TA) approval.
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View In-Progress Job Requisition Events Report 
(Continued)
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View All Positions Report

This report lists all positions for 
the selected organizations. 



16COLORADO STATE UNIVERSITY SYSTEM

View All Positions Report (Continued)
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CSUS View All Positions and PM Requisitions Report

This report lists all positions for 
the selected organizations. 
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CSUS View All Positions and PM Requisitions Report 
(Continued)

Iron Man

Thor

Thor

Hawkeye
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Employee Assigned Organizations Report

The Employee Assigned Organizations Report lists all CSU employees, along with their 
employee IDs and assigned organizations.

Note: To narrow the results further, review the next slide.

Michael Scott (Retired – Active)

Leslie Knope (Retired – Active)

Ted Lasso (Active)

Dunder Mifflin Paper Company
1171 Scranton Branch
CO 510130 Office Operations

City of Pawnee
2435 Parks & Recreation
CO 540215 Community Programs

AFC Richmond Football Club
7430 Coaching Department
CO 590425 Player Development
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Employee Assigned Organizations Report, Continued

1171 Scranton Branch

Michael Scott (Retired – Active)

Jim Halpert (Active)

Pam Beesly (Active)

Dunder Mifflin Paper Company
1171 Scranton Branch
CO 510130 Office Operations

Dunder Mifflin Paper Company
1171 Scranton Branch
CO 510145 Sales Operations

Dunder Mifflin Paper Company
1171 Scranton Branch
CO 51050 Administrative Support
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Workers Org Assignments and Costing Allocations 
Report

Michael Scott (Retired 
– Active)

Please Note: If an employee has 
multiple costing allocations, they will 

appear on multiple lines in the report, 
as demonstrated by Michael.

427502 Regional Manager 
– Michael Scott

427502 Regional Manager 
– Michael Scott

CO 510130 Office Operations

CO 510145 Sales Operations

1171 Scranton Branch

1171 Scranton Branch
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Workers Org Assignments and Costing Allocations Detail 
Report

v

Michael Scott (Retired 
– Active)

Jim Halpert (Active)

Michael Scott

James Halpert

Scott Michael

Halpert James
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Workers Org Assignments and Costing Allocations with 
Salary Report

Michael Scott (Retired 
– Active)

Jim Halpert (Active)
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The Difference Between WD Costing Allocations Reports

Report Primary Focus Employee/ Job Context Compensation Detail

Workers Org Assignments 
and Costing Allocations

How pay is distributed 
across funding sources Minimal (identifiers only)

Salary amount needed for 
costing

Workers Org Assignments 
and Costing Allocations 
Detail

Full employee, job, and 
compensation view with 

costing
Comprehensive (Job, Org, 

Status, Management)
Full detail (plans, history, 

ranges, bonuses)

Workers Org Assignments 
and Costing Allocations 
with Salary

Current salary with costing Limited Current base salary only
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One-Time Payment History Report

The One-Time Payment History Report provides a list of all the employees with a 
one-time payment for the selected organizations.
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Payments
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Bonus and One-Time Payments Report

The Bonus and One-Time Payments Report provides a list of all the employees with 
a bonus and one-time payment for the selected organization(s).
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Compensation Summary Report

The Compensation Summary report 
provides a list of employees’ positions and 
base pay based on the selected 
organizations.  



36COLORADO STATE UNIVERSITY SYSTEM

Compensation Summary Report, continued
To view a list of employees with their positions and total base pay, select the number in 
the Employee Positions in the Employee Positions column for the desired organization.
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Worker Details by Department Report

This report gives you a comprehensive view of all the employees for the sup 
orgs that you support. 

Use the report prompts to refine your results and view targeted information. 
For example, use the Employee Type prompt to display only students.
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Worker Details by Department Report, Continued
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Terminations Report

Either a time 
period or a date 
range must be 

selected.

Use this report to review employee 
termination events for the selected 
supervisory organizations.

This report shows key employment 
details, including the employee's hire 
date, termination date, and reason 
for termination.
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Terminations Report, Continued
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Non-Student Hourly Monitor Report

Use this report to review non-student hourly 
employees and identify those who may be 
approaching their 9-month employment limit.

Per CSU HR policy, a non-student hourly employee 
may work no more than nine months within any 
rolling 12-month period (for example, April 2019 
through March 2020). This limit applies per employee, 
meaning that work performed across one or multiple 
departments counts toward the employee's 9-month 
limit, unless a Student at Other Institution form has 
been submitted and approved. 

Additionally, non-student hourly employees are 
required to have a 4-month break in service before 
beginning a new 9-month employment period.

Non-Student Hourly | Human Resources | Colorado State University

https://hr.colostate.edu/wp-content/uploads/sites/25/2020/06/form-student-status-verification-1-1.pdf
https://hr.colostate.edu/hr-community-and-supervisors/classification-and-compensation/non-student-hourly/
https://hr.colostate.edu/hr-community-and-supervisors/classification-and-compensation/non-student-hourly/
https://hr.colostate.edu/hr-community-and-supervisors/classification-and-compensation/non-student-hourly/
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Non-Student Hourly Monitor Report, Continued

Pro Tip: To view detailed time 

block entries for a specific month, 

click the blue number in the Hours 

Worked column corresponding to 

that month. (See next slide.)
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Non-Student Hourly Monitor Report, Continued

Pro Tip: Drag down to expand the 

pop-up window.
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Position Compensation as of Effective Date Report

This report provides employee 
position, salary, and FTE 
information for all employees 
in the selected supervisory 
organizations based on the 
effective date selected in the 
prompt.
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Position Compensation as of Effective Date Report, 
Continued
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