Earning Comp Time FAQ?
How do I record Comp Time hours on my timesheet?

How do I enter hours to earn comp time?
Enter hours worked each day once you have physically worked 40 hours you will change the earn code to comp time earned. All hours ‘worked’ over 40 will be paid as comp time earned when using this earn code. Enter the hours worked and the system will bank the hours at 1.5 x the hours worked.
What if I am sick during the week, will I still earn comp time?
Only if you physically work more than 40 hours in that week. Only hours worked over 40 are eligible for comp time.
What if I work the holiday, will I get comp time?
If a benefits eligible non-exempt employee works the holiday, the timesheet will already be populated with holiday pay. You will leave the holiday pay ‘as is’ and add an earn code Holiday Worked-Comp Earned with the number of hours worked. This earn code adds the hours to your comp time bank at 1.5 times the hours worked. The holiday worked comp hours are eligible for comp time so these hours will be counted if you physically work over 40 hours in the workweek.
Which earn codes are eligible for comp time?
All Regular earnings of hours physically worked are eligible for comp time. 
Which earn codes are NOT eligible for comp time?
Earn codes used for leave time, Such as Sick leave, Vacation, Parental Leave, Jury, Military,  Comp time taken or Funeral.
How do I record time for a previous pay period?
Email your approver/supervisor and let them know about the missing hours. Then the supervisor will email timekeeping@wichita.edu and report the missing hours along with providing a screenshot of the previous timesheet. It is very important to include the shift and positon number worked for hours missed and indicate only comp time should be earned if applicable.
What if I work in multiple positions how will comp time be applied?
Hours earned in access of 40 hours will be applied to comp time by using the comp time earned earncode.
What if my department only pays Overtime and no comp time?
[bookmark: _GoBack]Please see the ‘Earning Automatic Overtime FAQ? This explains How to record overtime time hours on your timesheet.

