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UMSYS HR 9.2 Time and Labor - Comp Time

Compensatory Time in Time and Labor

Prior to PeopleSoft 9.2, Compensatory Time (comp time) was administered by Benefits as a
leave plan. Now, comp time is maintained as part of the Time and Labor module. Hourly
Time Reporters are enrolled in the University’s comp plan upon enrollment in Time and
Labor. Comp time is earned, used, and paid out via the timesheet.

View Compensatory Time Balances

Comp time balances can be viewed via the Comp Time page or at the bottom of the timesheet.

Procedure

U M SYSTEM v myHR Appointment Notification a Q W™

1}
r—g)

NavBar: Navigator ﬁ
e 4a | Manager Self Service *
n
:©
Recent Places Time Management >
Job and Personal Information 5
My Favorites

Compensation and Stock >
E Learning and Development S5

Navigator
Performance Management 5

Bpa
Company Career Planning 5

Directory
oVe Succession Planning >

My Team

Manager Dashboard

@ Talent Summary

Team Time

Review Transactions

Jjavascript:PTNavBar.OpeninContentArea( https://hrist.umsystem.edu/psc/hrtst_new...L7sa=&FLDR=HC_TIME_MANAGEMEMT&ICDoModal=1&ICGrouplet=1", 'HC_TIME_MANAGEMENT'):
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Step

Action

1.

Begin by navigating to the Manager Self Service menu. (NavBar: Navigator >
Manager Self Service)

Click the Time Management menu item.

NavBar: Navigator #

»|

s » | Manager Self Service

Recent Places

| Time Management 5

Click the View Time menu item.

View Time 5

Click the Compensatory Time menu item.

Compensatory Time

Enter an employee's Empl ID into the Employee ID field on the Compensatory
Time page.

For this training example, enter "30303030".

Employee ID | [}

Click the Get Employees button.

Get Employees

The employee associated with the Empl ID you searched appears in the Employees
For section at the bottom of the Compensatory Time page.

Click the employee's last name link in the Last Name column.
Employees For
Plan Participant Demographics To

Employee

Last Name Firzst Name D

Alde Man

University of Missouri Proprietary & Confidential
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Step Action

7. The employee's Comp Time Balance Summary appears.

NOTE: The balance that displays is as of the start of the day. Changes (e.g. CTE or
CTU) will not be reflected until the next day.

When you're finished viewing the employee's comp time balance summary, click
the Return to Select Employee link.

Comp Time Balance Summary (2

Compensatory Time Off Plan UMCOMP
Date 03/07/2017
Balance at Start of Day 1.500

Feturn to Select Employes

Manager Self Service

8. You have successfully viewed compensatory time balances.
End of Procedure.

Compensatory Time Earned

Compensatory time earned (comp time earned or CTE) is applied by a Time
Reporter, Time Approver, or Time Keeper for the same week that overtime is
earned by a Time Reporter.

In this example, you are going to convert overtime to CTE for a Time Reporter's
reported time.

Procedure

University of Missouri Proprietary & Confidential
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UM SYSTEM v myHR intment - A Q *™

Jjavascript:PTNavBar.OpeninWindow( https://hrtst.umsystem.edu/psp/hrtst_newwin/EMPLOYEE/HRMS/c/ROLE_ MANAGER.TL_MS5_EE_SRCH_PRD.GBL','HC_TL_MS5_EE_PRD_GBL3");

]
@

NavBar: Navigator ﬂ
s 4= | Report Time *
:©

Recent Places Eimesteet

Mass Time
My Favorites

Request Absence

Navigator

apg
Company
Directory

-

My Team

Team Time

Step Action
1. Begin by navigating to the employee's timesheet.
(NavBar: Navigator > Manager Self Service > Time Management > Report Time)
Click the Timesheet menu item.
NavBar: Navigator a
o 42 | Report Time *
:©
Recent Places il
Mass Time
My Favorites
Request Absence
University of Missouri Proprietary & Confidential

Page 4

Division of Information Technology




Training Guide
UMSYS HR 9.2 Time and Labor - Comp Time

UM SYSTEM

New Window | Help #
Report Time
Timesheet Summary
Employee Selection
Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value
Clear Criteria

Time Reporter Group Q e

Employee ID Q

Empl Record Q

LastName Q

First Name Q

Business Unit Q

Job Code Q

Department Q

Workgroup Q

Taskgroup Q

Change View

“View By | Week v Show Schedule Information
Date 03106/2017 ) Previous Week Next Week

Employees For N, Totals From 03/05/2017 - 03/11/2017

Time Summary || Demographics

Last Name First Name Employee ID n:r:r;:‘l ::Si:’f_ﬁ: aor Hourly Rate Job Title REpHﬂn:Er: qur::rtnn\:ﬁ Scha::ltars Exce w
. 2 : : . : N

Step Action
2. Enter an employee's Empl ID into the Employee ID field.
For this training example, enter "20202020".
Employee ID l ] aQ
3. Click the Get Employees button.
Get Employees
University of Missouri Proprietary & Confidential
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UM SYSTEM

Employee ID 20202020

Save Critena

Empl Record
Last Name
First Name
Business Unit
Job Code
Department

‘Workgroup

P 0P HLHLHHOHO S,

Taskgroup

Change View
*View By| Week v| Show Schedule Information

Date |03/06/2017 [ Previous Week Next Week

Employees For , Totals From 03/05/2017 - 03/11/2017
Time Summary Demaographics

Empl Supervisor or Reports
Record To

Reported Hours to be Scheduled

Last Name First Hame Employee ID Hours Approved Hours

Hourly Rate Job Title

Alder MNan 20202020 0 19.71 0.000 0.000 0.000

Approve Reported Time
Approve Absence
Manager Self Senice

Time Management

Step Action

4, Select the employee’s last name link from the Last Name column in the Employees
For section.

For this training example, click the Alder link.

Employees For . Totals From 03/05

Time Summary Demographics ==t H

Last Hame First Hame Employee ID

Man 20202020

University of Missouri Proprietary & Confidential
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Timesheet

Actions =
Select Another Timesheet

*View By | Calendar Period

Training Guide

UMSYS HR 9.2 Time and Labor - Comp Time

Employee ID

Empl Record 0
Earliest Change Date 0212/2017

Previous Period  Next Period

A Q¥ = 06

| Mew Window | Help #

*Date[02/26/2017 |5 D
Scheduled Hours 0.000 Reported Hours 0.000 Elapsed Timesheet
From 02/26/2017 to 0311172017 (2
gg:mwnls Day Date z.;;;z;ted In Lunch In Out P‘_“[;:; Time Reporting Code Tyl

= O Sun 2126 Mew \ “]

= e Mon 2027 Hew 800 AM| | 12:00 P 1:00 PM| 6:00 PM [ ]

F = O Tue 2728 New B:00AM| | 12:00 PM 1:00 PM 5:00 PM [ ~]

= O Wed 31 New 8:00AM| | 1200 PM 100PH| [ 5:00PM [ ~]
=2 Thu 32 New 8:00 AM[ | 12:00 P! 1:00 PM 5:00 PM I v]

= O Fii 33 New 8:00AM| | 1200 PM 100PH| [ 5:00PM [ ~]
=& sat 34 New | v

= O Sun 315 New \ -]
=& Mon 36 New 8:00 AM| | 12:00 PMI 1:00 PM 5:00 PM I v]

= O Tue 37 New 8:00AM| | 1200 PM 100PH| [ 5:00PM [ ~]
=& Wed 38 New 8:00 AM| | 12:00 PMI 1:00 PM 5:00 PM I v]

= O Thu 39 New 8:00AM| | 1200 PM 100PH| [ 5:00PM [ ¥

< >
Step Action

The timesheet will default to the current time reporting period. If necessary, adjust
the View By and/or Date fields in the Select Another Timesheet section to view

the correct time period.

Click the horizontal scroll bar to advance to the right side of the Timesheet where

you will convert overtime to comp time.

]

University of Missouri
Division of Information Technology

Proprietary & Confidential
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UM SYSTEM A QY =@
Time
d Hrs Override Rate Task Profile ID Time Zone Es:rliicetilﬂDn Rule Element 1 Rule Element 2 Rule Element 3 Rule Element 4 Rule Element 5 De
0.00 Q, [csT (e} Q Q (e} Q Q2
0.00 Q. |CcsT Q, Q Q. Q, Q Q2
0.00 Q csT Q, Q Q, Q, Q Q2
0.00 Q. |CcsT Q, Q Q. Q, Q Q3
0.00 Q csT Q, Q Q, Q, Q Q3
0.00 Q. |CcsT Q, Q Q. Q, Q Q3
0.00 Q csT Q, Q Q, Q, Q Q3
0.00 Q. |CcsT Q, Q Q. Q, Q Q3
0.00 Q csT Q, Q Q, Q, Q Q3
0.00 Q. |CcsT Q, Q Q. Q, Q Q3
0.00 Q csT Q, Q Q, Q, Q Q3
0.00 Q, |CcsT Q, Q Q Q, Q Q3
£ > N
Step Action
6. In the Rule Element 1 field, click the look up button for any day within the week

the employee worked overtime.

Rule Element 1

Q
[a]

Click the Look up Rule Element 1 button.

University of Missouri
Page 8
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UM SYSTEM

Look Up Rule Element 1
Help

Search by: |Rule Element1 . |begins with

Look Up Cancel | Advanced Lookup

Search Results

View 100 First & 101 &) Last
pd Hrs Override Rate Task Profile ID ent3  Rule Element 4 Rule Element 5 De
Rule Element 1 Description

COMPTE Compensatory Time Eamed

0.00 | N s} al [  jaz
0.00 || o %Q [ &l Jaa=
0.00 | | o, - - I -
000 | Q Y — Y —
0.00 | | o, - - I -
L ! QA — . [ Q¥
0.00 /| la [csT o | [ Ja | o | o | la | o &
000 | j @ est | I o | |a | |a | ja | o 3
0.00 || o [csT Ja | [ Ja || o | o | la | o &
000 | j @ est | I o | |a | |a | ja | o 3
0.00 || o [csT Ja | [ Ja || o | o | la | o &
0.00 | I @ est o i e | e [ o | Q| o
javascript:doUpdateParent(document.wing, #ICRow(0'); >

Step Action

7. Select COMPTE in the Look Up Rule Element 1 dialog window. This will convert
all overtime for the week to comp time. Removal of the element will convert all
comp time back to overtime.

Click the COMPTE link to select the element and close the dialog window.
Look Up Rule Element 1

Search by: |Rule Element1 « |begins with

Look Up Cancel Advanced Lookup

Search Results
View 100 First ‘4" 41gor1 B Last

Rule Element 1 Description
m Compensatory Time Earned

University of Missouri Proprietary & Confidential
Division of Information Technology Page 9
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UM SYSTEM Q¥ =0

Time
d Hrs Override Rate Task Profile ID Time Zone Collection Rule Element 1 Rule Element 2 Rule Element 3 Rule Element 4 Rule Element 5 Da
Device ID

0.00 csT 21

0.00 CsT COMPTE 21

0.00 CcsT 21

0.00 CsT 3r

0.00 csT 3

0.00 CsT 3

0.00 csT 3t

0.00 CsT 3

0.00 csT 31

0.00 CsT an

0.00 csT 3

50 PO P PLAPHH PR
2 PP L P PLHAP LB PDR
50 PO PPLAPHL S PR
P AP L PPAP APPSR
2 PP L P PLHAP LB PDR
50 PO PPLAPHL S PR
P AP L PPAP APPSR

0.00 CsT 3

Step Action

8. When you are finished applying the rule element, return to the left side of the screen.

Click in the left side of the Horizontal Scrollbar.

<«

University of Missouri Proprietary & Confidential
Page 10 Division of Information Technology
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< Time & Labor Timesheet - @

ég"mmm Day  Date Reported Status  In Lunch n out ng: Time Reporting Code Type )
F =0 Sun &7 HNew [ V]
= o Mon  5/8 New [ v
= o Tue  5i9 New [ v
= o Wed 510 New [ v
=2 Thu 51 New [ v
= Fri 512 New [ v|
=2 Sat 513 New [ v]
F =2 Sun 514 New [ V]
=2 Mon 515 New [ v]
FHEO Tue  5HB HNew [ M
=o Wed 517 New [ v
FHEO Thu  5H8 HNew [ M
= Fri 519 New [ V]
FHEO Sal 5120 HNew [ V|
Submit Clear Apply Schedule
Summary Leave / Compensatory Time || Exceptions Payable Time
Reported Time Summary Personalize | Find | | ] 1-4 of 4
Week1  Week 2
Category Total (57-513) (5M4-5/20)
Total Reported Hours
Total Scheduled Hours 80.000 40.000 40.000
Schedule Deviation 80.000 40.000 40.000 o
Mo category Displayed
£ >
Step Action
9. Scroll down if necessary, and click the Submit button.
Submit
University of Missouri Proprietary & Confidential

Division of Information Technology Page 11
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UM SYSTEM

Timesheet

OK

Submit Confirmation

& The Submitwas successul.
Time for the Time Period of 2017-02-26 fo 2017-03-11 is submitted

Mew Window | Hely

Step Action
10. Click the OK button on the Submit Confirmation page.
Timesheet
Submit Confirmation
E The Submitwas successful.
Time for the Time Period of 2017-02-26 to 2017-03-11 is submitted
11. The balance at the bottom of the timesheet under the Leave / Compensatory Time
tab will update after Time Administration has run. To view the updated balances,
change the view to a day or week after the day on which the overtime that was
converted was earned.
Example: An employee accrues overtime on Friday (6/9) of the first week of a pay
priod. To view the updated comp time balance, once the overtime is converted to
comp time, change the timesheet view to By Day and view Saturday (6/10) or
change the view to By Week and view the second week of the pay period.
12. You have completed this topic.
End of Procedure.
University of Missouri Proprietary & Confidential
Page 12 Division of Information Technology
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Compensatory Time Used

Compensatory time used (comp time used or CTU) can be applied by a Time
Reporter, Time Approver, or Time Keeper to the timesheet whenever a comp
leave balance exists.

In this example, you are going to apply CTU to a Time Reporter's timesheet for
them.

Procedure

UM SYSTEM ¥ myHR Appointment Notification a Q ™

NavBar: Navigator ﬂ

]
@

P 4= | Report Time
0

Recent Places

»|

Timesheet

Mass Time
My Favorites

Navigator

Request Absence

aps
Company
Directory

-

My Team

Q

Team Time

Jjavascript:PTNavBar.OpeninWindow( https://hrtst.umsystem.edu/psp/hrtst_newwin/EMPLOYEE/HRMS/c/ROLE_ MANAGER.TL_MS5_EE_SRCH_PRD.GBL','HC_TL_MS5_EE_PRD_GBL3");

University of Missouri Proprietary & Confidential
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Step Action

1. Before entering CTU, it is important to verify that comp time exists. (Refer to the
View Comp Time Balances topic.) This also displays at the bottom of the timesheet
under the Leave/Compensatory tab.

Once verified, proceed to the employee’s timesheet. (NavBar: Navigation > Manager
Self Service > Time Management > Report Time)

Click the Timesheet menu item.

NavBar: Navigator #
P <= Report Time =
:O

Recent Places Timesheet

Mass Time

My Favorites

Navigator

Request Absence

UM SYSTEM

New Window | Help #
Report Time
Timesheet Summary
Employee Selection
Employee Selection Criteria GetEmployees

Selection Criterion Selection Criterion Value
Clear Criteria

Time Reporter Group

Save Criteria
Employee ID
Empl Record
Last Name
First Name
Business Unit
Job Code

Department

Waorkgroup

PP B P L L HHL OO

Taskgroup

Change View

*View By| Week ~ Show Schedule Information
Date |03/07/2017 [ Previous Week Next Week

Employees For B, Totals From 03/05/2017 - 03/11/2017
Time Summary || Demographics

N Empl Supervisor or N Reported Hours to be Scheduled
Last Name First Hame Employee ID Record | Renorz To Hourly Rate Job Title Homrs: Anarowed Hours

< >

Exce w

University of Missouri Proprietary & Confidential
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Step Action

2. Enter the employee's ID into the Employee ID field.

For this training example, enter "30303030".

Employee ID L e}

3. Click the Get Employees button.
Get Employees

4, If necessary, scroll down to view the employee listed in the Employees For section.

Click the Vertical Scroll Bar.

Scheduled
Hours D

W
>

5. Click the employee's last name in the Last Name column of the Employees For
section.

For this training example, click Alder.

Last Name

University of Missouri Proprietary & Confidential
Division of Information Technology Page 15
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UM SYSTEM

Timesheet

Actions =

Select Another Timesheet

*View By | Calendar Period

*Date |02/26/2017

Scheduled Hours 0.000

From 02/26/2017 to 0311/2017 (2

5 %

Reported Hours 80.000

Employee ID
Empl Record 0
Earliest Change Date 02/26/2017

A Q

Previous Period  Next Period

Elapsed Timeshest

¥ =0

| Mew Window | Help

éignmenls Day Date Reported Status In Lunch In Out P:gg: Time Reporting Code
= Sun 226 New [ <]
= o Mon 2127 Submitted 3.00-004M| [12:00:00PM | 1:00-00PM| | 600 D0PM 9.000 [ ~]
= Tue 2728 Submitted 8:00:004M| [12:00:00PM | 1:00:00PM] | 5:00:00PM 2.000 | ~|
= o Wed 31 Submitted 8.00-004M| [12:00:00PM | 1:00-00PM| | 500 00PM 8.000 [ ~]
= o Thu 32 Submitted 8:00:004M| [12:00:00PM | 1:00:00PM] | 5:00:00PM 2.000 | ~|
= o Fri 33 Submitted 8.00-004M| [12:00:00PM | 1:00-00PM| | 500 00PM 8.000 [ ~]
El 2 sat 34 New [ ]
S Sun 305 New [ <]
= o Mon 306 Submitted 8:00:004M| [12:00:00PM | 1:00:00PM| | 4:00:00PM 7.000 | ~|
= o Tue 37 Submitted 8.00-004M| [12:00:00PM | 1:00-00PM| | 500 00PM 8.000 [ ~]
= o Wed 38 Submitted 8:00:004M| [12:00:00PM | 1:00:00PM] | 5:00:00PM 2.000 | ~|
= o Thu 39 Submitted 8.00-004M| [12:00:00PM | 1:00-00PM| | 5:00-00PM 8.000 [ ~] .
€ >
Step Action

If adding CTU to a day that has existing time entries, click the Add row button for
the day on which CTU is to be applied.

For this training example, click the Add row button for Mon 3/6.

[+ [=]
[+l = O
[+ [=] ©

SLN

Mon

Tue

35

36

7

University of Missouri

Page 16
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Timesheet
Actions =
Select Another Timesheet

Training Guide
UMSYS HR 9.2 Time and Labor - Comp Time

P

A Q ®

| Mew Window | Help #

Employee ID
Empl Record 0
Earliest Change Date 02/26/2017

*View By | Calendar Period

Previous Period  Next Period

Lt

*Date |02/26/2017  |[H] @

Scheduled Hours 0.000

From 02/26/2017 to 0311/2017 (7

Add

Reported Hours 80.000 Elapsed Timeshest

B TE Day Date Reported Status In Lunch In Out P:gg: Time Reporting Code
= Sun 226 New [ <]
= o Mon 2127 Submitted 3.00-004M| [12:00:00PM | 1:00-00PM| | 600 D0PM 9.000 [ ~]
= Tue 2728 Submitted 8:00:004M| [12:00:00PM | 1:00:00PM] | 5:00:00PM 2.000 | ~|
= o Wed 31 Submitted 8.00-004M| [12:00:00PM | 1:00-00PM| | 500 00PM 8.000 [ ~]
= o Thu 32 Submitted 8:00:004M| [12:00:00PM | 1:00:00PM] | 5:00:00PM 2.000 | ~|
= o Fri 33 Submitted 8.00-004M| [12:00:00PM | 1:00-00PM| | 500 00PM 8.000 [ ~]
El 2 sat 34 New [ ]
S Sun 305 New [ <]
= o Mon 306 Submitted 8:00:004M| [12:00:00PM | 1:00:00PM] | 4:00:00PM 7.000 | ~|
=] New [ ~|
= o Tue 37 Submitted 8:00:004M| [12:00:00PM | 1:00:00PM] | 5:00:00PM 2.000 | ~|
= o Wed 3B Submitted 8.00-004M| [12:00:00PM | 1:00-00PM| | 5:00-00PM 8.000 [ ~]
€ >
Step Action

Click the Time Reporting Code list for the newly added row.

-]

University of Missouri

Division of Information Technology

Proprietary & Confidential
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UM SYSTEM

| New Window | Help
Timesheet

. Employes 1D

Empl Record 0

Actions « Earliest Change Date 02/26/2017
Select Another Timesheet

“View By Calendar Period -
“Date [02/26/12017  |[5) &

Previous Period MNext Period

Scheduled Hours 0.000 Reported Hours 30.000 Elapsed Timesheet

From 02/26/2017 to 031172017 (2

Add Punch A
Comments D% Date Reported Status i Lunch n Out Total | ADH - Administrative Leave Hourly

AWP - Absent without Pay Monexempt
=0 sun |26 New CMP - COMPENSATORY TIME PAYOUT

CTU - Comp Time Used
= o Mon 2127 Submitted 8:00:00AM [12:00:00PM | 1:00:00PM| | 6:00:00PM 9.000 |DEV - Development/ Training / Semin

DFS - Differential Single Shift
=0 Tue  2/28 Submitted 8:00:00AM| |[12:00:00PM | 1:00:00PM| | 5:00:00PM 8.000 | DIS - Differential Single Shift

DOS - Differential Overtime 1.5 Sngl
=0 Wed 31 Submitted 2:00:004M| [12:00:00PM | 1:00:00PM| | 5:00:00PM 8.000 | DPS - Shift Differential Premium 0.5

DTH - BEREAVEMENT NONEXEMPT
=0 Thu 312 Submitted 8:00:004M [12:00:00PM | 1:00:00PM| | 5:00:00PM 8.000 | HWL - Holiday Worked TAL

) ) = = ; HPR - HOLIDAY MOT WORKED NOMEXEMPT

=0 Fi 3m Submitted 2:00:004M| [12:00:00PM | 1:00:00PM| | 5:00:00PM 8.000 | 4R - Haliday Warked T&L

INJ - WORK INCURRED INJURY / ILLMESS
=0 Sat 34 New LED - Lead Pay

LEO - Lead Pay Overtime 1.5
¥
B i ¥ S LGL - LEGAL PROCEEDINGS (JURY, WITNE
= o Mon 306 Submitted 800-004M| [12:00:00PM | 1:00-00PM| | 4:0000PM 7.000|| MIL - MILITARY DUTY

MTG - MEETING - Monexempt o
= New H [
=2 o Tue 37 Submitted 800-004M| [12:00:00PM | 1:00-00PM| | 5:0000PM 8.000 V]
[+ =10 Wed 3B Submitted 2:00:004M| [12:00:00PM | 1:00:00PM| | 5:00:00PM g.000 [ vl

Step Action

8. Click the CTU - Comp Time Used list item.

CMP - COMPEMNSATORY TIME PAYOUT
~TU - Comp Time Use
DEY - Development / Training / Semin

L

University of Missouri Proprietary & Confidential
Page 18 Division of Information Technology
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UM SYSTEM Q¥ =0

From 02/26/201

Timesheet
Employes 1D
[N aw W Empl Record 0
Actions ~ Earliest Change Date 02/26/2017
Select Another Timesheet
*View By | Calendar Period ~ Previous Period  Next Period
*Date [02/26/2017 |5 &
Scheduled Hours 0.000 Reported Hours 30.000 Elapsed Timesheet

| New Window | Help

7 to 03/M172017 (2

ﬁ:fmments Day Date Reported Status In Lunch In Out P#E:ahl Time Reporting Code
= o Sun 226 MNew [ <]
= o Mon 227 Submitted 8:00:004M| [12:00:00PM | 1:00:00PM| | 5:00:00PM 9.000 [ <]
=0 Tue 2728 Submitted 8:00:004M [12:00:00PM | 1:00:00PM| | 5:00:00PM 2.000 | v]
=0 wed 3 Submitted 8:00:004M| [12:00:00PM | 1:00:00PM| | 5:00:00PM 8.000 | <]
=0 Thu 32 Submitted 8:00:004M [12:00:00PM | 1:00:00PM| | 5:00:00PM 2.000 | v]
=0 Fi  an Submitted 8:00:004M| [12:00:00PM | 1:00:00PM| | 5:00:00PM 8.000 | <]
=0 sat 3 New [ <]
= o sun 35 New [ -]
= o Mon 36 Submitted 500:00AM| [120000PM | 1:00:00PM| | 4:00 00PM 7.000 [ ]
= New [cTu - Comp Time Used ~]
= o Tue 37 Submitted 500:00AM| [120000PM | 1:00:00PM| | 5:0000PM £.000 [ ]
=0 Wed 38 Submitted 8:00:004M [12:00:00PM | 1:00:00PM | 5:00:00PM £.000 | v] .
< >
Step Action
9. Scroll to the right.
Click the horizontal scroll bar.
]
]
W
O >
10. Enter the number of comp hours used into the Quantity field.
For this training example, enter "1".
|CTL.I—Cnmp Time Used v| Hours 1
University of Missouri Proprietary & Confidential

Division of |
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UMSYS HR 9.2 Time and Labor - Comp Time

Timesheet

Actions »

Select Another Timesheet

“View By Calendar Period
*Date |02/26/2017 [

@

Scheduled Hours 0.000 Reported Hours 30.000

From 02/26/2017 to 031172017 (2

©)

| New Window | Help

Employes 1D
Empl Record 0
Earliest Change Date 02/26/2017
Previous Period

Next Period

Elapsed Timesheet

‘é:fnmems Day  Date Reported Status  In Lunch In Out P#E;:‘I Time Reporting Code
= o Sun 226 MNew [ <]
= o Mon 2027 Submitted 8:00:004M| [12:00:00PM | 1:00:00PM| | 5:00:00PM 9.000 [ <]
=0 Tue 2728 Submitted 8:00:004M [12:00:00PM | 1:00:00PM| | 5:00:00PM 2.000 | v]
=0 Wed 31 Submitted 8:00:004M| [12:00:00PM | 1:00:00PM| | 5:00:00PM 8.000 | <]
=0 Thu 32 Submitted 8:00:004M [12:00:00PM | 1:00:00PM| | 5:00:00PM 2.000 | v]
=0 Fi 3m Submitted 8:00:004M| [12:00:00PM | 1:00:00PM| | 5:00:00PM 8.000 | <]
=0 sat New [ v
= o sun 35 New [ -]
= o Mon 306 Submitted 500:00AM| [120000PM | 1:00:00PM| | 4:00 00PM 7.000 [ ]
= New [cTu - Comp Time Used ~]
= o Tue 37 Submitted 500:00AM| [120000PM | 1:00:00PM| | 5:0000PM £.000 [ ]
=0 Wed 38 Submitted 8:00:004M [12:00:00PM | 1:00:00PM | 5:00:00PM £.000 | v] .
< >
Step Action

11. Scroll to the left.

Click the horizontal scroll bar.

-

£
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UM SYSTEM

*Viiew By | Calendar Period v Previous Period  Next Period &
“Date 021262017 |5 &
Scheduled Hours 0.000 Reported Hours 80.000 Elapsed Timesheet
From 02/26/2017 to 0371172017 (%
égfnmants Day Date Reported Status In Lunch In Out P#Et:;: Time Reporting Code
=0 sun 226 New [ <]
=0 Mon 2127 Submitted 8:00:004M [12:00:00PM | 1:00:00PM | 6:00:00PM 9.000 | v]
=0 Tue 2128 Submitted 8:00:004M| [12:00:00PM | 1:00:00PM| | 5:00:00PM 8.000 [ ~]
= o wed 31 Submitted 5:00:004M| [12:00:00PM | 1:00:00PM| | 5:00-00PM 8.000 [ ]
=0 Thu 32 Submitted 2:00:004M| [12:00:00PM | 1:00:00PM| | 5:00:00PM 8.000 [ ~]
= o Fri 33 Submitted 500:00AM| [120000PM | 1:00:00PM| | 5:00 00PM £.000 [ ]
B sat 34 New [ ]
= o Sun 315 New [ ~]
=0 Mon 306 Submitted 8:00:004M [12:00:00PM | 1:00:00PM] | 4:00:00PM 7.000 | ~]
= New [CTU-Comp Time Used ]
=0 Tue 37 Submitted 8:00:004M [12:00:00PM | 1:00:00PM | 5:00:00PM 2.000 | v]
= o Wed 3 Submitted 500:00AM| [120000PM | 1:00:00PM| | 5:00 00PM £.000 [ ]
=0 Thu 39 Submitted 8:00:004M [12:00:00PM | 1:00:00PM| | 5:00:00PM 2.000 | v]
= o Fri  3M0 Submitted 500:004M| [120000PM | 1:00:00PM| | 5:00 00PM £.000 [ ]
= sat 31 New [ ]
Submit Clear
Summary Exceptions Payable Time
< - >
Step Action
12. Repeat the procedure for other days on which CTU should be applied.

Submit

Click the Submit button to resubmit the reported time.

Note: If an employee tries to take comp time prior to the day overtime that was
converted was earned, and the employee does not have a previous balance to cover
the CTU, a message about reducing the amount of CTU will display.
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UM SYSTEM

Mew Window | Hely

Timesheet
Submit Confirmation

& The Submitwas successul.
Time for the Time Period of 2017-02-26 fo 2017-03-11 is submitted

OK

Step Action
13. The Timesheet Submit Confirmation page appears.

Click the OK button.

Timesheet
Submit Confirmation

E The Submitwas successful
Time for the Time Period of 2017-02-26 to 2017-03-11 is submitted

Note: The balance at the bottom of the timesheet will not update until after Time
Administration runs. To view the new comp time balance, change the view to a day

or week after the comp time was used.

15. You have successfully completed this topic.
End of Procedure.

14.

THIS CONCLUDES THE TRAINING ON
TIME AND LABOR - COMP TIME

University of Missouri Proprietary & Confidential
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Verify Compensatory Time Plan Enrollment

Time Approvers and Campus Administrators can verify an employee's enrollment in Comp Time via the
Comp Plan History page.

Procedure
U M SYSTE M v myHR A tment N n a Q ™ = @
NavBar: Navigator ﬂ
Ff 4= Time and Labor *
n
:O
Recent Places Report Time >
View Time 3
My Favorites

Process Time >
E Approve Time 3

Navigator
Enroll Time Reporters >

aps
Company Reports 5

Directory
oUe Alerts 3

My Team
OPA Integration >

Team Time

JjavascriptPTMavBar.OpeninContentirea( https://hrtst.umsystem.edu/psc/hrtst_newwi..NROLLMENT_AND_SECURITY&ICDoMedal=1&ICGrouplet=1", 'HC_ENROLLMENT_AND_SECURITY");

University of Missouri Proprietary & Confidential
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Step Action
1. Begin by navigating to the Time and Labor menu. (NavBar: Navigator > Time and
Labor)
Click the Enroll Time Reporters menu item.
NavBar: Navigator o ]
2 Time and Labor x
Recent Places Report Time >
View Time >
Sk Process Time 5
E Approve Time 5
Navigator
IE Enroll Time Reporters >
2. Click the Comp Plan History menu item.
Comp Plan History
3. Enter an employee's Empl ID into the Empl ID field.
For this training example, enter "30303030".
Find an Existing Value
Search Criteria
Empl ID| begins with ~ ||| l
4. Click the Search button.
Search
5. If the employee is enrolled in comp time, the plan name, UMCOMP, will appear in
the Compensatory Time Off Plan column on the Comp Plan History page.
Click the Return to Search button when you are finished verifying comp time plan
enrollment.
Comp Time Off Plan Participation
Effective Date Status Compensatory Time Off Plan Description
0102017 Active UMCOMP UM Comp Time Plan
|&h Return to Search | =] Motify || i Refresh
University of Missouri Proprietary & Confidential
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Step Action

6. The comp plan and balance will also display at the bottom of the timesheet under the
Leave / Compensatory Time tab.

Note: Employees newly enrolled in comp time will not see the UMCOMP option
under the Leave / Compensatory Time tab at the bottom of the timesheet unless the
timesheet view is changed (By Day or by Week) to a date after their hire date or
CTE is processed for the pay period in which they are effective.

7. You have successfully verified Compensatory Time Plan enrollment.
End of Procedure.

University of Missouri Proprietary & Confidential
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