Compensatory Time in PS Effective 07/03/2005Pay Begin Date 

1 – Adding the hours balance from manual records - WebTime

To initially setup a Compensatory balance, please contact Payroll.

2 – Hours earned this pay period - WebTime 

	13
	41000000 - 0
	Employee, B - [19/5/1]
	0135
	
	S8888706300
	OTM
	9.30
	$0.00
	XXXXXX/06-07-2005 09:18

	14
	41000000 - 0
	Employee, B - [19/5/0]
	0135
	
	S8888706300
	REG
	72.00
	$0.00
	XXXXXX/06-07-2005 09:18


If this employee had preferred to save the overtime hours as compensatory time, the OTM entry would have been a CTE entry:

	13
	41000000 - 0
	Employee, B - [19/5/1]
	0135
	
	S8888706300
	CTE
	9.30
	$0.00
	XXXXXX/06-07-2005 09:18


By using CTE, the 9.30 hours will be multiplied by 1.5 (equals 13.95 which is rounded to 14.0) and the result will be stored for future use at PeopleSoft location, Home>Compensate Employees>Administer Base Benefits>Use>Leave Accruals. 

3 – Hours used this pay period - WebTime 

	6
	41000000 - 0
	Employee, A - [19/2/0]
	7170
	
	S9999706300
	REG
	80.00
	$0.00
	XXXXXX/04-24-2005 09:17

	7
	41000000 - 0
	Employee, A - [19/2/0]
	7170
	
	S9999706300
	CPT
	16.00
	$0.00
	XXXXXX/04-24-2005 09:17


In this example, the employee took two days off and elected to used comp 

time instead of vacation, personal days or sick leave.  Using CPT will cause the comp time balance to be reduced by 16.0 hours. Notice that the 16.00 hours is included with other regular pay for the pay period. Note:  You do not deduct CPT hours from REG hours.

	18
	01017777 - 0
	Employee, C - [19/6/0]
	0130
	
	S2222706300
	REG
	44.30
	$0.00
	XXXXXX/06-07-2005 09:19

	19
	01017777 - 0
	Employee, C- [19/6/1]
	0130
	
	S2222706300
	CPT
	16.00
	$0.00
	XXXXXX/06-07-2005 09:19

	20
	01017777- 0
	Employee, C- [19/6/0]
	0130
	
	S2222706300
	REG
	16.00
	$0.00
	XXXXXX/06-07-2005 09:19


In this example, the employee elected to use 16.0 hours of comp time instead of using vacation, personal days or sick leave for two days off. The CPT hours will be subtracted from the employee’s comp time balance. Since CPT is not an earn code that creates pay, the 16.0 hours must be entered with the REG earn code.

4 – Comp time balance information for employees

The pay advice form will be changed to include the comp time balance available if applicable.  In addition, the Biweekly Payroll Time Record –Comp Time Version form will be modified to include the earn types described above. This form is available at web site: www.umsl.edu/asp/hrforms.html.

 

