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Control Work Hours + OT Hours by Weekly 

 

1. Setting in General Setup 

 

 
 If  “Warning Approve Actual/ Plan OT if Total Working Hours + OT Hours per Week”, there is a 

CHECKING when Approvers approve the Actual/ Plan OT Hours. Checking condition as below: 
- Sum all Work Hours + OT Hours per week (7 Days) 
- Week start from which Day (Mon, Tue, Wed…etc?) 

 
 Employees or Supervisor still can submit Plan OT Forms although the Work Hours + OT Hours per 

week is over 60 hours, just let approvers to decide which application he/she want to approve. 
 

 System will NOT DO BLOCKING for approvers to approve the OT or Plan OT due to they may need to 
allow employee to work more than 60 hours if production have to rush urgent part specially during 
sales peak season. The system only will give REMINDER to approvers that employee’s current Work 
Hours + OT Hours already exceed “52.5” hours. 

 



 Above setting, I put “40” hours for reminder. For your company, you can adjust this figure to “52.5” 
hours. 
 

 

 If above  is , meaning when employee’s current Weekly Work Hours + OT Hours > 60 hours, the 
system still will import Approve Plan OT to iFlexi HRMS system. 

 
If HR want the system do blocking not allow approver approve those approve plan overtime or overtime 
record, HR need to setting as below: 
 
OT 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



Plan Overtime 
 

  



 

2. Where to show Total Work Hours + OT Hours per week? 

 
OT 
 
 When attendance already generated, and employees/ supervisor go to apply “Actual OT Hour”, 

he/she is able to see “Total Work Hours + OT Hours per week”. Below is the screenshot to show you 
where is it: 

 

 
 

Figure 1.1 Actual OT Application Form 
 

You can click on the figure and see the details. 
 

   
 When approvers want to approve “Actual OT Hours”, the system will show him/her current “Total 

Work Hours + OT Hours per week”. So, approvers can decide want to approve or reject the OT 
Application. 

 The red font color is a reminder color which remind you employee’s current total working hours + 
OT hours already exceed 52.5 hours. From above screen, I set reminder hours as “40”. You can 
adjust this figure is our “General Setting”. 

 



 
 

Figure 1.2 Approver’s Approve Actual OT Page 
 

 
Figure 1.3 Approver’s Approve Actual OT Details Page 

 
 



 The system will put the red font color for “Employee Name” and “Total Working Hours + OT Hours”, 
as a reminder for approvers that this employee’s current Work Hours + OT Hours already exceed 
“52.5” hours. 

 Approvers will receive below alert message if he/she click on “Approve” button: 
 
 

 
Figure 1.4 Warning Message for Approvers 

 
 Above sample I set it “40” hours. You can adjust this to “60” hours in “General Setting”. 
 If approver click on “OK” button, the system will proceed to approve this OT. While approver 

click on “Cancel” button, the system will cancel the approve action. 
 

Plan OT 
 
 When approvers want to approve “Plan OT Hours”, the system will show him/her current “Total 

Work Hours + OT Hours per week”. So, approvers can decide want to approve or reject the Plan OT 
Application. 

 The red font color is a reminder color which remind you employee’s current total working hours + 
OT hours already exceed 52.5 hours. From above screen, I set reminder hours as “40”. You can 
adjust this figure is our “General Setting”. 

 
 



 

Figure 1.3 Approver’s Approve Plan OT Page 
 

 
 

Figure 1.4 Approver’s Approve Plan OT Details Page 
 
 



 The system will put the red font color for “Employee Name” and “Total Working Hours + OT Hours”, 
as a reminder for approvers that this employee’s current Work Hours + OT Hours already exceed 
“52.5” hours. 

 Approvers will receive below alert message if he/she click on “Approve” button: 
 

 
 

Figure 1.5 Approve Plan OT Hours Failure Message 
 
 

 Above sample I set it “40” hours. You can adjust this to “60” hours in “General Setting”. 
 If approver click on “OK” button, the system will proceed to approve this OT. While approver 

click on “Cancel” button, the system will cancel the approve action. 
 

 

 

 

 

 

 

 

 

 

  



 

3. Batch Approve Sample – Plan Overtime 
 

 

 

 

 

 

 

 

 

Above 2 records, if 1 record Total Works + OT Hours already exceed max limit and another 1 

record didn’t exceed, so only 1 record which didn’t exceed max limit hours will be approve by 

approver, refer to below screen shot: 



 

4. Approve Plan OT Unmatched After Run the Synchronization 
 
 Supervisors also can see “Total Work Hours + OT Hours” in approve plan OT unmatched listing. 

Please refer to below screen shot: 

 

 

Figure 1.5 Plan OT Unmatched Listing – Show Work Hours + OT Hours 

 If Work + OT Hours >= 40, the “Name” and “Work + OT Hours” will be highlighted in red font color 

as above. 

 If “Total Actual OT” = “Total Plan OT”, but you still seeing the record pending in unmatched listing, 

meaning possibility this record “Work Hours + OT Hours” already exceed the Approve OT Hours, so 

the record will not posting to iFlexi HRMS System. You can see the reason column to tell you why 

this record is failed to synchronized iFlexi HRMS System, please see below screen shot: 



 

Figure 1.6 Plan OT Unmatched Listing – Show Posting Failed Message 

 Please submit above record, so that approvers can decide again whether still will approve or 

reject their OT. 

 

 Important Notes:  

- You must make sure the Shift Code for everyday is assigned correctly for each employees, 

otherwise the system will calculated wrongly for the value of “Total Work Hours + OT Hours” 

 

  

 

 

 
 
 
  

Tips: How to Calculate Work Hours? 

- Get the Shift Code from employee’s daily 

attendance. If HR haven’t process daily attendance, 

the Shift Code will capture from Shift Group. 

 



 

5. Reset Plan Overtime Synchronization 
If you untick setting as below: 

  

This mean CallService.exe will not insert approve plan overtime record if system detect actual work 

hours + OT hours already exceed maximum limit set by HR. Those failure record which didn’t import to 

OT Approval Form, will appear at below pages: 

 

  



 

 

HR can reset those record if he/she want CallService.exe to run again those record if he/she change the 

setting to “Allow Import Approve Plan OT to OT Approval Form if Weekly Work Hours + OT Hours exceed 

maximum limit of Weekly Work Hours + OT Hours.” 

You will see below message if you reset the record successfully: 

 

  



 

6. Reporting 
 

 There are TWO new reports: 
A. Daily Work Hours + OT Hours 
B. Summary Work Hours + OT Hours 

 

 
 

Figure 1.7 New Reports in Top Menu of the System 
 
Daily Work Hours + OT Hours 
 
 This report will show every day Work Hours + OT Hours for each employee. The sample of report as 

below: 

 

 
Figure 1.8 Daily Work Hours + OT Hours Report 

 
 



Summary Work Hours + OT Hours 
 

 This report will show Total Work Hours + OT Hours for each employee. The sample of report as 
below: 

 

 
 

Figure 1.9 Summary Work Hours + OT Hours Report 
 

 For those value which exceed 60 hours, will highlighted in red font color. Above sample report I 

defined as 40 hours, you can adjust this figure to 60 hours in “General Setting” of the system. 

 

 Notes: This features only used by customer Unisteel/ Classic Advantage. 

 


