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(formally kronos) Comp Time versus Overtime Pay

If your departmental policy allows you to modify the default coding for overtime hours for non-exempt staff from comp time accrual to
overtime pay and it is your intent, please do not forget to do so prior to approving timecards. This is accomplished by adding or
modifying the work rule in the transfer box for the day on which the overtime is credited. The work rule should read CT or OT as
appropriate for the desired result.

1. Go to your TOTALS tab located at the bottom of your timecard.
Change from ALL to DAILY.

3. Next, you will need to check every day of the current week to see which day has the overtime credit
based on the DAILY — TOTALS area located at the bottom.
If needed, you can change the transfer OT (Overtime) to CT (Comp Time).

5. Once the change has been made, click SAVE.
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