
Time Entry and Labor (TEL) Documentation 
Labor Sources – Costing on the TEL form 

 
 
 
The TEL LABOR SOURCES screen is used to cost TEL elements. The TEL form gives the 
option to do ELEMENT level or ALL elements costing along with a PASTE SCHEDULE FUNCTION. 
Changes in costing can be made on any TEL document. Costing an employee’s time may 
be necessary for any number of reasons. The documentation below gives instructions on 
how to do: 

 ELEMENT level costing 
 ALL element costing 
 The PASTE SCHEDULE function 

 
NOTE: No costing changes may be submitted on reprocessed documents. 
 
UAB TEL → TEL 
UAB HR Officer → Biweekly Timesheets → TEL  
UAB Timekeeper → Biweekly Timesheets → TEL 
 
 
Element Level Costing 
 
NOTE: In the event an ACT document is processed in the middle of the pay period to 
complete a: 
 

 Change of assignment 
 Promotion same department 
 Transfer lateral/different department 
 Transfer lateral/same department 
 Transfer with promotion 
 Reclassification 

 
A mid period TEL document is generated giving the employee two TEL documents for 
that pay period. Mid period TEL document are generated for the beginning of the 
second week in the pay period which always begins on a Sunday.  Element level 
costing is required on each TEL documents for the pay period to ensure hours are 
posted to the appropriate accounts. 
 
NOTE: In order to cost work, benefit, or other hours to an account, the particular 
element must be used on the TEL document for the specific pay period. 
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Click on the LABOR SOURCES tab 
 

 
 
 
The ASSIGNMENT tab in the labor sources screen shows the GL or GA account from which 
the employee is paid.  
 
NOTE: The assignment level funding on the TEL labor sources tab reflects 
assignment level funding on the most current ACT document at the point the TEL 
document is generated. TEL documents are generated the first Tuesday in the 
biweekly pay period. 
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Select the ELEMENT NAME field to view the list of elements used for this document. 
 

 
 
 
Select an element type. 
 

 
 
This activates the ELEMENT tab. 
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Enter the GL or GA account to be used along with any comments. The start and end date 
will auto populate with the selected TEL document effective dates. The account description 
will show in the field above the COMMENTS box.  
 
Note: The GL account description is in accordance with an account attribute.  The 
PTAO (grant) accounts’ description defaults to the task long name. 
 

 
 
If the long name for the PTAO is not available, the task short name is used. 
 

 
 
Task long names may be defined by the department. To change the task long name, access 
the Create/Change Long Task Name excel spreadsheet and send to Debbie Snider, 
Director of Grants and Contracts Accounting.  
 
 
 
Once the information is complete, select Save. 
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After the labor source changes are saved, select Return to bring up the main page of the 
TEL document. A check mark auto populates on the side of each element to indicate costing 
instructions have been given.  
 

 
 
 
 
The LD COMMENTS box will be checked if comments were entered in the comment field 
under the LABOR SOURCES tab. 
 

 
 
 
ALL Elements Costing 
 
TEL elements can also be costed for specific pay periods using ALL elements costing as 
described in the following documentation.  
 
NOTE: No costing changes may be submitted on reprocessed documents. 
 
NOTE: ALL elements costing cannot be done on mid period TEL documents. Mid 
period TEL documents require element level costing for each document.  
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Click the LABOR SOURCES button. 
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Select the ELEMENT NAME field to see a list of elements for this document. Highlight or 
double click ALL. 
 

 
 
 
This activates the ELEMENT tab. 
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Insert the GL or GA account number(s) that will be used to support the salary for ALL 
elements on this TEL document along with any comments. The START and END DATE will 
auto populate with the selected TEL document effective dates.  
 

 
 
 
Once the information is complete, select Save. 
 

 
 
 
Selecting Return will bring up the main page of the TEL document. The ALL LD and LD 
COMMENTS box will be checked indicating that all TEL elements have been costed and 
comments are included on the labor sources page of the document. 
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Paste Schedule 
 
It may be necessary to extend an alternate costing schedule past one pay period. In order to 
cost the elements, there is a paste schedule function to save time when costing elements for 
subsequent pay periods.  
 
NOTE: No costing changes may be submitted on reprocessed documents. 
 
Click the Labor Sources button on the TEL document that has the correct labor source 
information. 
 

 
 
 
Select the ELEMENT tab. 
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Click COPY SCHDL  
 
NOTE: The information bar at the bottom of the screen will indicate that you have 
selected the element level for copy. 
 

 
 
 
Find the current TEL document (the one in which you need to paste the schedule), and 
select LABOR SOURCES. 
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Select the ELEMENT NAME field to see the list of elements used for this document. Highlight 
or double click ALL. 
 

 
 
This activates the ELEMENT tab. 
 

 
 
 
Click PASTE SCHDL 
 

 
 
 
Select YES. 
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The START DATE, END DATE, GL or GA fields will populate automatically. Input the effort 
percentage (%) and any corresponding comments. 
 

 
 
 
Once the information is complete, select Save. 
 

 
 
 
Selecting Return will bring up the main page of the TEL document.  A check mark will auto 
populate in the ALL LD and LD COMMENTS box indicating that all TEL elements have been 
costed and comments are included on the LABOR SOURCES page of the document. 
 

 
 
 
Select Submit 
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The DECISION box will appear. If the information is correct, select YES 
 

 
 
 
The document enters workflow. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Return to Top 
 
 
 
 
 


