Time Entry and Labor (TEL) Documentation
Reporting Compensatory Time

The option to allow compensatory (comp) time in lieu of payment for overtime for biweekly
employees is determined by the department/area in which the employee works. Click here
to read section 5.6, “Overtime Hours,” in the You and UAB Handbook for Administrative,
Professional, and Support Personnel for the UAB policy regarding overtime/compensatory
time for non-exempt biweekly employees.

Compensatory time is earned at the same rate as overtime (i.e. 1.5 x the hours worked.)

UAB TEL — TEL
UAB HR Officer — Biweekly Timesheets — TEL
UAB Timekeeper — Biweekly Timesheets — TEL

Scenario:

Linda works overtime during the first week of a pay period on a special project. Her
department allows an employee to use compensatory time. Linda decides that she would
prefer to use comp time rather than be paid for overtime. She submits the following TEL
document to reflect this decision.

Enter ALL hours worked in the Work A line item. This includes the overtime hours.
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To enter the overtime hours, add the element OTP on the second line and enter all overtime
hours ONLY.
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Scenario:

Linda has earned 3.37 hours compensatory time. The compensatory time is figured by
taking the overtime hours x 1.5 (2.25 x 1.5 = 3.37.) She will be taking her comp time on the
second Friday of the pay period.

The time recorded on the TEL document for the second Friday of the pay period is the hours
that Linda worked.
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Select Submit
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The DECISION box will appear. If the information is correct, select Yes

:orrect, and the

The document enters workflow.

Click here to see the gross payment for the overtime scenario presented.
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