
Saving OT as Comp Time 
• Identify the date, numbers of hours, and department where OT was earned. 
• Select Add Adjustment. 

 
• Fill in the below fields to remove OT hours: 

 
a. Choose the Pay Group Instance box. 

i. From the drop down, choose the current pay period. 
b. Enter date and start time. 
c. Enter the Pay Code. 

i. Click in the Pay Code box and options will be listed on right side of screen. 
d. Enter Hours as a negative. 

• If OT hours were earned in a different department, update the department. 

 
 
 

• Click Save. 
• Calc Me Now. 
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• Pay distribution should now reflect 0 OT hours. 

 
• Add the comp time. 
• Select Add Calendar. 

 
• Fill in the below fields: 

a. Enter Date. 
b. Select Pay Code. 
c. Enter Time. 
d. Enter Hours. 

 
 

• If Hours were earned in another Department, update the Department. 

 
• Save. 
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• Calc Me Now. 

 
• Distribution will now reflect 0 hours OT and will reflect hours saved as CompTmEn. 

 

Helpful Hints 
• Be sure to use the correct Comp Time Earn Code to Correspond to the Overtime Earn Code. 

Overtime Earn Code Comp Time Earn Code 
OT 1.5 Overtime 1.5 CompTmEn Comp Time Earned 
CIW 1.5 Call In Work Overtime 1.5 CIWCT Call In Worked OT Saved 
CINW 1.5 Call In Not Work OT 1.5 CINWCT Call In Not Worked Saved 
Hol OT Holiday Worked 1.5 pay HCE Holiday Premium Saved 

 
• How to check department where OT hours were charged. 
• If Pay Distributions lists All Worked, expand each individual department to identify where OT 

hours were charged. 
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• If OT is charged to non-home department, be sure to update department when entering 

adjustment and calendar. 
• Check to make sure correct department adjusted by expanding each department. If OT Totals for 

week are negative, department will need updated. 
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Incorrect: 
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