Overtime Payroll Manual
The ICT Time sheet application allows a user to create and Submit Overtime Claims in the system.
Once a claim has been submitted, it is then available to be batched, and approved for payment.
When loading up the flexi application, you will now see an Overtime Menu. Depending on access
you should see different items. If you have the Payroll role you should see the below options:

Viewing an Overtime Batch
Overtime batches can be viewed by clicking on the Overtime -> Overtime Batch menu option. You
will be shown a list of created batches.

Clicking on a batch name will show you the claims within the batch.

Creating a Batch
A new batch can be created by clicking on the Create Batch link at the top of the screen. A list of all
the claims found to be added to the batch will be listed. Clicking on the Add to batch will show the
create batch screen.

If there is already a batch for the current month, then a warning will be shown to the user
highlighting the duplicate. If a user clicks on the Create Batch button, then a new batch will be
created for the same period.

Once a claim has been created the Overtime Batch screen is shown, allowing you to add claims to
the batch.

Viewing a Batch
There is 1 row per user / role / paying department, as shown below.

You can manually add extra claims by clicking on the Add More Claims button. This will show
available claims that can be added.
Clicking on the save button will save the Change to the batch title.
When clicking the ‘Mark as Complete’ button the batch will be marked as complete. When this is
done any claims in the batch that have an incomplete query on them, will be removed from the
batch. Once the batch is complete, then it cannot be amended any further. Any further claims that
may need to be completed will have to be processed through a new batch.
Clicking on a user will show the hours a claimant has submitted within the period.

Viewing Claims for a User in the Batch

This screen has 3 sections:
1. Claim Hours
2. Payroll details
3. Claim Query details.
The claim hours section shows the details of each day the user has claimed overtime, detailing the
hours and time awarded.

Hours Totals
The Payroll section shows the total of all hours worked, providing payroll officers the ability to
override calculated values, to re-apportion the hours calculated across different overtime types. i.e.
between Plain time and Weekday time.
To amend the hours totals, update the paid hours fields, and then click on the save button.

Raising a Query
The Query section allows a payroll user to raise a query with the budget holder for the claim. If the
query is not closed before the batch is set to complete, then this claim will be removed from the
batch, and therefore should not be paid.
To raise a query:
1. Add the query / updates required in the comments field.
2. select the claim(s) the query is against
3. click on the raise query button.

Overtime Claim Reports
To save a record of the paid hours, the overtime batch report will need to be run. To run the report,
click on the Overtime -> Overtime Reports menu item. From this screen open the Overtime Claims
report.

Running the Overtime Claim Report
Once the report loads, Select the batch from the dropdown list and click View Report button and the
report will load.

Saving the Report
save all pages of the report (i.e. print to PDF) as part of the payroll overtime records. To do this, click
on the Save icon

. The dropdown list will show you a series of options.

Click on PDF, and it will save the document. This file can be copied and renamed in the required payroll
folder.

Printing the Report
Once you have saved the report, you should be able to print the pdf document.

