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1.9.a. Supervisor Job Aid: How to Convert
Overtime Worked to Comp Time Earned Hours
Supervisors may convert overtime hours worked to compensatory (comp) time if
requested by an employee. It is the employee's sole decision to convert overtime
worked to comp time, and must be requested by the employee, per UNM policy.
Comp time earned must be used within 90 days. Any unused comp time older than 90
days must be paid out. Please note: comp time earned that is not used cannot be paid
out prior to the 90 day limit. See UAP 3310: Compensatory Time for additional
guidance.

1 To review an employee's overtime worked and, if requested, convert the overtime
work hours to compensatory (comp) time, login to LoboTime. Navigate to all
employee timecards by clicking on the arrow in the 'Manage Timecards' tile.

For instructions on logging into LoboTime, refer to the Supervisor Job Aid: General
Access & Dashboard.
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2 Click the down arrow of the dropdown menu to select the appropriate employee.

3 Once the correct employee is selected, click on the small calendar icon to select
the correct pay period.
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4 One of the easiest ways to determine whether an employee has worked overtime
is to review the Period total for a given week, located under the Period column
header. The system displays a running total throughout the week, and a weekly
total appears after all in/out punches have been entered. In the example below,
the weekly Period total shows 46.00 hours, indicating that this employee has likely
worked overtime.

5 Another easy way to view pay code types and their corresponding amounts is by
selecting 'Totals' at the bottom of the screen beneath the employee’s timecard.
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6 After selecting 'Totals', the total hours for each pay code type will be displayed. In
the example below, there are 56.00 hours worked categorized as "Base Pay Shift
1" allocated to the employee's index as listed in Banner; 24.00 hours worked as
"Base Pay Shift 1" allocated to a different index; and 6.00 hours listed as "Overtime
Shift 1 1.5". It is important to note the pay code type associated with the overtime
hours worked, because the type of hours selected for conversion must match the
overtime pay code in order to convert the hours to comp time earned.
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7 Before entering the conversion, the shift type assigned to the employee must be
identified. To locate this information, right‑click the employee’s name at the top of
the timecard and select 'Timekeeping'.

8 The employee’s assigned shift will be displayed. Take note of the shift type, as the
correct shift must be selected when processing the conversion of overtime hours
to comp time earned.
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9 Once the correct employee and pay period have been selected, and the
appropriate pay code and shift type have been identified, click in the 'Transfer' cell
next to the clock in/out entry that needs to be converted from overtime to comp
time.

10 Click 'Search...' to transfer the overtime to comp time earned.
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11 Click on 'Add work rule'.

12 The search function works with keywords or by scrolling through the list of
options. Locate the appropriate shift type. In this example, the employee’s work
rule shift type is SN. Be sure to select the corresponding shift type, in this case it is
"SN Shift 1 FT COMP". Once the correct shift type code has been selected, click
'Apply' to add the work rule.
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13 The change from overtime to comp time will appear in the corresponding Transfer
cell. Note that the transfer of overtime to comp time must be completed for each
set of hours worked. In this example, the employee’s 8 am–12 pm shift has been
successfully transferred from overtime to comp time. However, the hours worked
from 1 pm–5 pm have not changed and are still overtime.
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14 Be sure to click 'Save' to record all overtime to comp time changes. Multiple
changes can be made before clicking 'Save'. However, if 'Save' is not clicked, none
of the changes will be retained.

15 To ensure the overtime hours were converted to comp time earned, click 'Totals'.
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16 Review for the pay code type of 'Comp Time Earn 1.5' and confirm the number of
'Hours' that were converted.

--End--

Related Job Aids:

Supervisor Job Aid: How to Pay Out Comp Time Earned


