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Time Entry and Labor (TEL) Documentation
Labor Sources - Costing TEL Elements

The TEL LABOR SOURCES screen is used to cost TEL elements. Changes in costing can be
made on any TEL document. Costing an employee’s time may be necessary for any number
of reasons.

NOTE: No costing changes may be submitted on reprocessed documents.

UAB TEL — TEL
UAB HR Officer — Biweekly Timesheets — TEL
UAB Timekeeper — Biweekly Timesheets — TEL

Scenario:

Employee was asked to work overtime on Saturday to help a Pl complete a grant
submission. Because the overtime is for a specific project, the time is being charged to the
grant account.

Because the extra time worked on the second Friday of the pay period is to be charged to
an account other than her primary assignment, another element, such as Wk (A) Other-
WK?2 should be used in order to be able to cost the appropriate hours. NOTE: Elements may
only be costed, on the TEL form, by element type. In order to be able to cost time to other
accounts, a different element must be used on the TEL document.

Click on the LABOR SOURCES button.
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The ASSIGNMENT tab on the labor sources screen shows the account (GL or grant) from
which the employee is paid. This information is in accordance with the employee’s most
current ACT document.
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Select the drop down arrow in the ELEMENT NAME field to see a list of elements for this
document.
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Select the element type, Wk (A) Other — Wk2

ALL
Wk{A) OTP Other- Wk2
Work A-WK1

Project
Work A-VWK2

This will bring up the ELEMENT tab.

Element Name [

Element

Start Date End Date GL Account Project Task  Award Crg %o fa

Insert the PTAO information for the grant account to be used along with any comments.

The start and end date will auto populate with the selected TEL document effective dates.
The account description will show in the field above the COMMENTS box. For information on
how to set up an account description, click here.

= ELRNETGE W (A) Other-WHK2 - |

Start Date End Date GL Account Project Task  Award Org
07-FEB-2016 20-FEB-2016 = 1320884 15.03 | 2013388

2013388-Cherrington

Comments

Payment for work performed outside of regular work hours. g
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Select the element type, Wk(A) OTP Other — Wk2.

ALL

Wk (A) Other-WK2
MName |Wk{A) OTP Other- Wk2

Work A-WK1

Follow the steps 4 & 5 to cost the element, Wk(A) OTP Other-Wk2.

Costing SR Wk(A) OTP Other- Wk2 -

Element

Start Date End Date GL Account Project Task  Award Org %
07-FEB-2016  |20-FEB-2016 325412 01.02 | 2014948

Prime

Comments
Payment for work performed outside of regular work hours.

Once the information is complete, select Save.

Selecting Return will bring up the main page of the TEL document. The LD COMMENTS box
will be checked indicating that there is a comment on the costing page of the document.
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Select Submit

EIEIEIEIETIEETD CERED

The DEecIsION box will appear. If the information is correct, select Yes
O Decision

9 | have reviewed and certify that the hours shown are
correct, and the account distributions reasonably reflect

the effort expended toward those actmities.

The document enters workflow.
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