Time Entry and Labor (TEL) Documentation
Employee TEL Basic (Entering and Submitting TEL Documents)

The TEL form, completed by/for all UAB biweekly employees, is used to document daily
work and benefit hours. This information is used to process the biweekly payroll.

(NOTE: New employees should ask their supervisor/manager what timekeeping method is
used by their respective departments/areas with regard to reporting biweekly work and
benefit hours. Employees should ask if the department/area uses a Timekeeper or if all
employees enter their own data.)

UAB TEL — TEL

The FIND: TEL FORM window will load automatically. Employee’s name and employee
identification number will be populated. Select Document Inquiry.
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Time Entry and Labor (TEL) Documentation
Employee TEL Basic (Entering and Submitting TEL Documents)

The FIND: DOCUMENT INQUIRY window will open. This contains a list of all TEL documents
available to the user. Select the document you wish to open. You may either highlight the
row and select OK or double click on the row. The document for the current pay period

lick here

will be in an open document status. For an explanation of the different document
statuses, E ]

Find : Document Inguiry

Find g

FHame
1130023000 Payrall

Full Mame
Smith. Linda

Document Status FPay Period Start Date
DPEM Jduly 10, 2005

Cocument Mo,
1492400

1479944 COMPLETE June 26, 2005 Smith. Linda 113003000 Payrall
1466570 COMPLETE June 12, 2005 Smith. Linda 113003000 Payrall
1454020 COMPLETE May 29, 2005 Smith. Linda 113003000 Payrall
1441718 COMPLETE Mmay 15, 2005 Smith. Linda 113003000 FPayrall
1429430 COMPLETE May 1, 2005 Smith, Linda 113003000 Fayrall
1417302 COMPLETE April 17, 2005 Smith, Linda 113003000 Payrall
1405137 COMPLETE April 3, 2005 Smith, Linda 113003000 Payraoll
1393081 COMPLETE March 20, 2005 Smith, Linda 113003000 FPayrall
1381157 COMPLETE march 6, 2005 Smith. Linda 113003000 Fayrall
136913230 COMPLETE February 20, 2005 Smith. Linda 113003000 Payrall
1356741 COMPLETE Fehruary G, 2005 Srnith, Linda 113003000 Payroll

Cancel

Select the LOV on the line where the cursor is sitting under the heading, ELEMENT.
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Time Entry and Labor (TEL) Documentation
Employee TEL Basic (Entering and Submitting TEL Documents)

This will bring up a drop down box with a list of all available elements according to the
assignment category. Select the appropriate element and double click or highlight the row
and click OK. For a listing of TEL elements and descriptions,

1t Elerment Mame

Element Mame Description

Ol D=k LSED TO PAY WEEKEND DAY SHIFT EMPLOYEES FOF

adl E-wilka LISED TO PAY WEEI EMD EVEMING SHIFT EMPLOYEE
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Time Entry and Labor (TEL) Documentation
Employee TEL Basic (Entering and Submitting TEL Documents)

Enter the number of hours and minutes worked each day of the week in the appropriate
column. Only total number of hours to be paid should be reported. All time should be
recorded as whole hours and/or decimals. For the conversion table, click here
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http://main.uab.edu/show.asp?durki=31640

Time Entry and Labor (TEL) Documentation
Employee TEL Basic (Entering and Submitting TEL Documents)

Additional elements may be added on subsequent lines and hours associated with the
elements should be included on the same row as the element and in the day column in

which they occurred.
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Once the information is correct, click Save
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Time Entry and Labor (TEL) Documentation
Employee TEL Basic (Entering and Submitting TEL Documents)

The DECISION box will appear. If the information is correct, select Yes

The document enters workflow.

Return to Top
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