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OVERTIME APPLICATION

To perform Overtime submission, please ensure that employee is being assigned to OT
Policy Group with given effective date.

1.1 Submit Overtime Request on Behalf Of
Click the Submission icon highlighted below

0V Qa@oBe o6

Withdrawal Submission Approva Auto- ot Administrative Report
Propose Processing

Submit Overtime

Employee Admin oEECTCF\ddtc list

Overtime Type : m oTP

Employee = : 2 Selected -
Catiback : |[ETI ves
Overtime Datex : | 2022-04-25 2022-04-25 1 dayls)
Time : | 20:00 21:00 01:00 Hour(s)
Remarks :
Employee No. % Employee Name % Compensatory Method *
N Leave -
| | Leave -

Lo | —
+ 2ddrots | Subrt [N

Once the dialog box appears (as shown the above), under select Supervisor mode to apply
for overtime request.

Follow the steps below to submit overtime request:
1. Select types of Overtime (if options are set for OTC (OT Claim) / OTP (OT Pre-Plan) /
Callback
Select the employee(s) you are applying on behalf of
Insert date range
Insert time range
Fill in remarks if necessary

Select compensatory method (if required based on setting) from the list.

N o v o~ w N

Click to submit the OT request.



1.2 Withdraw OT Records
Only allows to withdraw OT Records which at status of pending approval.

Click the Withdraw icon highlighted below.

WG 206006

withdrawal Submission Approva Auto- ot Administrative Report
Propose Processing

Select Supervisor mode.

Employee Admin

Employee n n ] -u -

Item Action

[ 5] Submitted Overtime Pending Approval

Select an employee from the list and click EIEEA Then click = Withdaw 46 withdraw OT
Records.

Overtime

(% | Date:  2018-04-29 (Mon) Employee ; S5 SR

four(s) : 01:00 o

oTID 26950 (OTC) Status Submitted (Waiting for Approval)
Shift: DB30-1730  2013-04-2908:30  2019-04-29 17:30
Attendance : 2019-04-29 08:21 2019-04-29 21:30

overume 2019-04-2920:30  201904-2921:30  (01:00)

narks : TECHNICIAN

Q|| pat= 2019-04-30 (Tue) Employee : 5585 - SESs Hour(s) : 01:00 o e
oTID 26958 (OTC) Status Submitted (Waiting for Approval)
Shift : 0B30-1730  2013-04-30 08:30 2019-04-30 17:30
Aszendance : 2018-04-30 08:25 2019-04-30 20:50
Overtime : 2019-04-30 20:30  2019-04-30 21130 { 01:00 )

emarks : TECHNICIAN

O] oate:  2019-05-01 (Wed) Employes | S S Jour(s) : 11:30 e

oTID 27032 (0TC) Status Submitted (Waiting for Approval)

Shift : Public Holiday(0830-1730)  2019-05-01 08:30 2019-05-01 17:30
e przendance : 2015-05-01 08:25 2019-05-01 21:33
Overtime © 2019-05-01 08:30  2019-05-01 21:30  ( 11:30)

narks :  TECHNICIAN

Follow the steps below to withdraw an overtime record:

1. Tick the option for withdrawal.

2. Click to proceed.



1.3 Add Overtime request to list and save as draft

This function allows supervisor to create an Overtime request to be saved as draft. The listed
items can be submitted later. Items saved as drafts can be viewed by individual

employee/direct supervisor and authorized admin.

Submit Overtime

Employee Admin = OTC Add to list

Overtime Type : aTP
Employee = : 2 Selected -
Callback : Yes
Overtime Dates 2022-04-25 D 2022-04-25 U 1 day(s)
Time : | 20:00 21:00 01:00 Hour(s)
Remarks :
Employee No. + Employee Name + Compensatory Method *
. . Leave hd
- Leave R

[ —

+ Add to list

Follow the steps below to add item to list and save as draft:

1. Select an Overtime Type (if the selected employee is entitled for OTC (OT Claim) &
OTP (OT Pre-Plan) / Callback.

Select the employee(s) you are applying on behalf of.

Insert date range

Insert time range

Fill in remarks if necessary

Select compensatory method (if required based on setting) from the list.

Click EEEEXto add item to list and save as draft.

N o v o~ w N



1.4 Submit Overtime Items added to list

Submit Overtime

Employee Admin oEE OTC Add to list

Overtime Type : m aTP

Employee # : 2 Selected -
Callback : “ Yes
Overtime Datex : | 2022-04-25 2022-04-25 1 day(s)
Time : 20:00 21:00 01:00 Hour(s)
Remarks :
Employee No. % Employee Name % Compensatory Method *
. . I Leave =
. - Leave ~

L —
+ndd 1o | v sube JRERSEN

Follow the steps below to submit overtime request which added to list:

1. Select an Overtime Type (either OTC/OTP/Callback) that you wish to submit on
behalf.

| . )
2. Clickon =°""*" at the top-right corner and a list of overtime record will be

shown.

Add to Overtime list

Add to list

E Select All 4 Submit Selected Overtime

D Added by: i
4 Range: 2019-03-02 (07:00) To 2019-03-02 (19:00) (2) OTP Record
Remarks:

D Added by:
4 Range: 2019-03-02 (19:00) To 2019-03-03 (07:00) (1) OTP Record
Remarks:

D Added by:
ange: -03- g o -03- 5 ecor
J R 2019-03-03 (07:00) To 2019-03-03 (19:00 1) OTP R d
Remarks:

D Added by:
4 Range: 2019-03-04 (07:00) To 2019-03-04 (19:00) (1) OTP Record

Remarks:

D Added by: S

(o]

3. Tick the Overtime Record that you wish to submit.

4+ Submit Selected Overtime . .
4, Select _ to submit Overtime record.



1.5 Remove item that have been added to list

.. )
Click on ®"*““ ™ 3t the top-right corner and a list of overtime record will be shown.

Add to Overtime list
Add to list
select Al

O Added by: - g o
Range: 2019-03-02 (07:00) To 2019-03-02 (19:00) (2) OTP Record o
Remarks: v I

O Aadded by: s
Range: 2019-03-02 (19:00) To 2019-03-03 (07:00) (1) OTP Record
Remarks:

O Added by: -

Option 1: To remove all items include the main header.

Click on the main header to retrieve all details, identify the record that you wish to
remove from list, simply mouse over the greyed-out » icon to select only certain
record to delete.

Add to Overtime list
Add to list
& select a1
) Added by: -
Range: 2019-03-02 (07:00) To 2019-03-02 (19:00) (1) OTP Record
Pay Hour Rates Compensatory
Start Time End Time Duration Method
g
2019-03-02 07:00  2019-03-02 19:00  12:00 12:00 1.0x Cash Out E
ove
O Added by: e s
Range: 2019-03-02 (19:00) To 2019-03-03 (07:00) (1) OTP Record
Remarks:
O Added by: -
Ranme: QNN IOTONY Ta N19-N-N2 F10:00Y 1V OTP Reay i! -

Option 2: To remove only certain item inside the header.

If user with to clear all record belonged to the main title, select the header, then
mouse over to greyed-out » icon to delete all records inside the main header.



OVERTIME APPROVAL

Supervisors may approve/reject Overtime request records via system/email/mobile app.
(Refer to mobile app user guide for more details on overtime approval via mobile app)

2.1 Approve/ reject overtime request via system
Click the Approval icon highlighted below.

WO Q06 o0

withdrawal Submission Approva Auto- oT
Propose Processing

Administrative Report

Approval

Qvertime Claim (10} Pre-Plan Overtime
¥ Customize Columns
Employee : | Select options :
& seectan
Selected 0 Record
show 10 v emries
Employes Employes Overtime Overtime Submitted Clock In Clock Out Hour(s) Difference Approve Typi
. No. . Name . Start From . End On . Hours . . . (Clock out - ~ (Actual - . Hour(s) .
Overtime Submitted)
Start From)
Search Search Search Search Search Search Search Search Search Search Se
TR B 2022-04-17 2022-04-18 ' ' . -
(m T g vy fie00 o0 08:00 - - 08:00 00:00 o800 ] oTC

Approver can choose to apply filter to select employee before making approval/reject
Overtime request.

Follow the steps below to approve/reject leave:

1. If required, amend the approved hours by clicking on the box under Approved

Hour(s) column

2. Tick the checkbox of desired record.

. . M * Reject Selected
3. To approve, click , to reject, click

4. Optional, approver may insert comment after action is made.



2.2 Approve/ Reject overtime request via email

Once email of approver is set in system, employee overtime request will be sent to
department supervisor/manager via email notification. In the email, click the highlighted HERE

link to redirect to the approval page.

Dear MY0039 i s e,

Below is Overtime Record are waiting your approval:

Please clifk HERE t@approve / reject the overtime record

Please click HERE to login

Pay Compensatory

Employee Overtime Status Start End Hour Rates Method Remarks Approval Info
MY0O71 - Submitted 1. Pending by
-~ (Waiting for 2019-02-26 08:00 2019-02-26 10:00 02:00 1.0x Cash Out XXX e Bl
=
Approval) v

This is system generated email, please do not reply.

POWERED by

MYWAVE

Approval/rejection can be made once user is being redirected to the approval page.

Overtime Claim (3) Pre-Plan Overtime

Employee : Select options

% Customize Columns

& select All - Approve Bk
Selected 0 Record
Show |10 v| entries
nploy nploy Overtime Submitted Actual Difference Approve Types of Status Ove
No. Name Start From End On Hours Hour (Actual - Hour(s) Overtime
2 (Clock out Submitted)
. * * * * - Overtime * * * *
Start
From)
Search Search Search Search Search Search Search Search Search Search Sea
O | ot P W 2022-04-18 2022-04-18 07:00 07:00 00:00 | 07:00 | orc Submitted Pay
08:00 15:00 (Waiting for out)
Approval) Pay
Out)
(m] Szl 2022-04-17 2022-04-17 04:00 04:00 00:00 [ o04:00 | oTc Submitted Pay F
(m] 2022-04-17 2022-04-17 04:00 04:00 00:00 [To4:00 | oTc Submitted Pay
00:00 04:00 S (Waiting for
Annravall

Approver can choose to filter the employees before approve/reject the OT Record
Follow the steps below to approve/reject OT:
1. Ifrequired, amend the approved hours by clicking on the box under Approved

Hour(s) column

2. Tick the checkbox of desired record.

3. To approve click , to reject click

4. Optional, approver may insert comment after action is made.



OVERTIME REPORT

3.1 Retrieve and view employee overtime records

0O 2aoe

Withdrawal Submission Approval Auto- ot

Administrative Report
Propose Processing

1. To view more details about Employee Overtime, click on the Report icon.

2. Select Supervisor Tab, and it will display all reports which available. Click on the
General report to view.

Employee Admin

Overtime Details

General

List of reports:

a. Overtime Detail
e General



Overtime Details (General)

By default, the report displays the overtime data submitted & approved.

The overtime breakdown shows:

a)
b)

c)

d)

Overtime payrate

Total overtime hours

Total overtime wages of each employee shifts.

month.

Date range starting from the 1% — end of previous month, current month, and next

OQvertime Details - General (admin)
Overtime Date Range - 2022-01-08 - 2022-02-28

oTID

218288

218848

210321

214841

213001

213025

214007

R S | e
nmoz | mmen oaw | oo
wmora omzoner ore 1200
2z | 2o | ore 150
mmovts | zmovs oraw | oran
20zor1a | 2022012 | ore 1500

Step 1: Click on
Step 2: Click on

8 BE

End Time

10:00

10:00

19:00

10:00

10:00

19:00

10:00

Pay Hour

11.00

Overtime
Rates

(€] = cucomce counn: *() 1)
) e

Compensatary Compensatary Remarks
Method

Cash Out

Cash Out

Cash Out

Gash Out

Method Selection

Follow Palicy Support production

Follaw Palicy

‘ow Falioy
cccccc

Overtime Fropose Bsked

Follow Palicy I mesora

Follaw Falicy Support produation
Follow Palicy Support shift personel.
Overtims Fropese Saked
‘ow Falioy e -

Overtime Proposs Bsked
Follow Palicy. - "

to show more columns

X Export

Step 3: Click on to retrieve latest data.

Step 4: Paging and no. of employee per page

to download report to excel

Step 5: Apply Filter to for user preference report format.

Step 6: Click to filter the data.

Filter

(5)

Apply Filter

QOvertime Date
Approval Date
Approval Time
Status

Callback.

Shift

RO

0700-1800

0700-1800

0700-1800

=D

0700-1800

0700-1800

Clock In

08:40

2019-02-01

Select options

To
To

To

Overtime Type

(G)m  Clear Filter

=]
]

2019-04-30



