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References: 
1. AR 215-3, dated 29 Aug 2019 

Purpose:  
This document provides instructions on how to input hours for Overtime Pay (OT) and earned 
Compensatory Time Off (CompWork) for Regular Full-Time employees (non-FWS). These 
instructions are only applicable to employees in RFT and CWS pay groups within Blueforce.  Not 
applicable to WG pay groups. The timesheets will no longer calculate OT & CompWork 
automatically for those pay groups.  Employees will need to have a PTO request approved for 
OT and CompWork. 
 
Definitions: N/A 
 
Responsibility: Employee and Supervisor.   
 

Information Needed to Complete: 

1. Employee name and assignment # (MKID). 
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Employee Actions: 

1. Employees who use a timeclock will need to submit a PTO request for the OT or CompWork 
hours. 

a. Access timeclock either using fingerprint or employee number.   

b. From Employee Menu select Option 6 – PTO Menu 

c. From the drop-down menu select OT PTO or CompWork PTO. Input the start and end 
date. The start and end time for the PTO request should be outside of employees 
regular scheduled work hours. Submit request. 

d. After the supervisor approves the PTO request the supervisor may need to edit the 
timecard. Approved PTOs hours automatically override REG hours.  

2. Employees who use WebPunch will need to submit a PTO request for the OT or CompWork 
hours.  

a. Log into WebPunch and Select My PTO from the left-hand menu.   

b. Select Add PTO Request. 

c. From the drop-down menu select OT PTO or CompWork PTO. Input the start and end 
date. The start and end time for the PTO request should be outside of employees 
regular scheduled work hours. Submit request. 
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After Editing 

3. After the supervisor approves the PTO request the employee may need to edit their 
timecard. Approved PTOs hours automatically override REG hours. The timesheet may look 
like the below after PTO approval if hours have already populated on the timesheet. 

 

a. Select Add/Edit Timecards from left hand menu in WebPunch. 

b. Edit the start or end time back to the regular schedule time. Save 

 

 

 

 

c. Check hours in the Timesheet to make sure that all the hours are accounted for. 

 

4.  Submit timesheet at end of pay period.  

 

 

 

Before Editing 
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Supervisor Actions: 

1. Supervisors approve the PTO request in Blueforce.   
a. Select the Assignment Icon.  

   
b. Search for the employee. Check the box next to the employee and select Next.   

 
c. Select the Timecard Icon. 

   
d.  Select PTO request from the left side menu.   
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e. Supervisor can Review (edit), Approve, or Reject the PTO request.   

 
 

2. After the PTO request is approved the punch may look like below. Approved PTOs hours 
automatically override REG hours. The hours will need to be edit by the employee in 
WebPunch. 
 

 
 
3. After the hours are edited by the employee, the punch and timesheet should reflect the 

correct number of hours. The total number of hours for the pay period will be greater than 
80 hours.   
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4. If the employee is unable to edit their timesheet in WebPunch the supervisor will need to 

edit the time in the Timecard module of Blueforce before timesheet submission. 
a. Select the Timecard Icon. 

 
b. Search for employee name and date that require editing. 
c. Check the box on the punch and then select “Edit Selected Timecard” tab at the top.   

 

d. OT or CompWork should be before or after the regular scheduled workday. REG hours 
should reflect workday shift (to include lunch). Adjust the REG hours to the employees 
scheduled shift. Punches will have green dot when saved successfully.   
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e. After the hours are edited, the punch and timesheet should reflect the correct number 
of hours. The total number of hours for the pay period will be greater than 80 hours. 

 
 

 

 

Summary: 
Inputting OT and CompWork for Regular Full-Time employees (non-FWS) is a multiple 
step process. Following all the steps ensures employees’ timesheets are accurate. 








