E-STAFF SYSTEM — OT MODULE

Version: 1.0.11.0

Updated on 28-Sep-2020
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Approve Overtime

= |If approver approve overtime, he/she not necessary must enter approve reason. However, if
approver request staffs re-submit or reject OT, approver must enter their re-submit/reject
reason.
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Motification Announcement Dashboard

P 1 Incoming OverTime waiting for your approval.
> 222 Incoming E5\TP an waiting for your approval.

= Click here and system will redirect you to approve page.

= Alternatively, you can go to ”e OT” -> “Supervisor Menu” -> “OT Approve”.
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= |f you want to see more details, you can click “Detail” here.

Approve OT Successfully!

You will see above message if you take action successfully.




Reject Overtime

=  Please note if approver reject overtime, he/she must enter “Remark” why he/she reject
overtime application. Refer to below screen shot:
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To Reject OT
a) v the checkbox at left-side of “Detail”.
b) Enter the reason in “Remark” column. (Mandatory field)

c) Click “Reject” button.




Re-submit Overtime

= Please note if approver re-submit overtime, he/she must enter “Remark” why he/she ask
employee re-submit their overtime. Refer to below screen shot:

OT Record
OT Application Deta OT Resubmit History
Created By. flexi
Approval. P6755
Emp Mo. P7395
Emp Mame. JV HAROLD GATCHALIAN

Override Method:

OT Code 1. NOT OT Hour 1. 0400 OT Origin 1. [0400
OT Code 2. OT Hour 2. aooo OT Origin 2. {0000
OT Code 3. OT Hour 3. ooao OT Origin 3. (0000
OT Code 4. OT Hour 4. aooo OT Origin 4. {0000
OT Type. PENDING
OT In Days
Apply Date. 14-Sep-2020 09:55:34 Step 1
Date. 21-lul-2020
Reason. Rush project
Action. O approve O Reject ® Re-Submit
Resubmit Reason — Step 2
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Step 3

To ask Employee Resubmit OT Application (Due to incomplete, unacceptable reason etc.)

a) v Re-Submit box.
b) Enter re-submit reason.

c) Click “Submit” button.




