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1.9.b. Supervisor Job Aid: How to Pay Out Comp
Time Earned
Per UNM policy, compensatory (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.

LoboTime tracks comp time earned and automatically moves any eligible comp
hours from "Comp Earned" to "Comp Payout" after the 90 day limit is reached.
However, the supervisor must enter 'Comp payout' hours so that the hours are
actually paid out to the employee.

1 Login to LoboTime. To review how many comp hours are eligible to be paid out,
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 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 At the very bottom of the screen, click on 'Accruals' to see both "Comp Earned"
hours (comp time earned within the previous 90 days) and "Comp Payout" hours
(comp time earned more than 90 days prior that needs to be paid out).
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5 In the example below, there are 9.00 "Comp Payout" hours available and no
"Comp Earned" hours. So there are 9.00 hours that need to be paid out to the
employee.

Remember, LoboTime is programmed to automatically convert any "Comp
Earned" hours to "Comp Payout" hours once the comp earned hours age past 90
days. All hours listed under "Comp Payout" need to be paid out to the employee,
per UNM policy.
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6 To enter the "Comp Payout" hours, click in the 'Pay code' cell of a date.

Note: it is recommended to add "Comp Payout" hours on a day when the
employee is not working, to reduce risk of confusion if the timecard is reviewed in
the future.
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7 In the cell for the selected date, select the 'Comp Time Pay Out' option. Under
'Amount', enter the number of hours that need to be paid out. The amount should
match the available balance listed in the 'Accruals' section.

Note: If the employee has a large amount of comp time that needs to be paid out,
enter all the hours at the same time. For example, if an employee has 35 hours of
comp time to pay out, all 35 hours can be entered on the same day.
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8 Once all "Comp Payout" hours are entered, be sure to click 'Save'. Multiple
changes can be made before clicking 'Save'. However, if 'Save' is not clicked, none
of the changes will be retained.
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9 To ensure the hours were entered correctly, after clicking 'Save', check the
available balance for "Comp Payout" hours. If the available balance now shows
0.00, that means all comp payout hours are going to be paid out to the employee.

--End--

Related Job Aid: Supervisor Job Aid: How to Convert Overtime Worked to Comp Time
Earned Hours


