Employee Guide - Submitting Overtime

Submitting an overtime claim is a simple process when you follow the right
steps. This guide walks you through each stage — from starting a claim in the
Time and Expenses widget to submitting your final details for approval.
Whether you're entering hours, adding cash amounts, or attaching supporting
documents, this step-by-step overview ensures your claim is complete and
accurate. Follow along to make sure your overtime is recorded and processed
smoothly.

1. To submit an overtime claim, navigate to the Time and Expenses widget on your
employee dashboard and click "Add Claim".
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2. Fillin the following, then click “New” to open the form.

e The date you're claiming for

e Your job role (if it needs to be changed)

e Choose the claim template (it should be called something like “Time Claim
Form” based on your organisation's claim templates)
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3. The claim form has three separate pages:

e Page 1 — Enter your additional/overtime hours

o Page 2 — Add any cash claims. E.g. standby cash. (This is only applicable for
certain employee groups.

e Page 3 — Add any occurrences/units of standby etc. (This is also only
applicable for certain employee groups).

Make sure to complete all relevant pages before submitting.

< Back to Dashboard
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On Page 1:

e Choose the correct overtime type from the dropdown (your options may vary
depending on your organisation)

e Select the date you worked

e Add a short reason for your claim

e If needed, enter a different cost centre code

e Enter your hours in decimal format (further guidance on this in the next step)
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5. Please see guidance for submitting hours in decimal format below:

Minutes | Decimal | Minutes | Decimal Minutes | Decimal
Hours Hours Hours
1 .02 21 .35 41 .68
2 .03 22 37 42 .70
3 .05 23 .38 43 72
4 .07 24 .40 44 73
5 .08 25 42 45 75
6 .10 26 43 46 77
7 A2 27 45 47 78
8 13 28 47 48 80
9 15 29 .48 49 82
10 17 30 .50 50 83
11 18 31 .52 51 85
12 20 32 53 52 87
13 22 33 55 53 88
14 23 34 57 54 90
15 25 35 .58 55 92
16 27 36 .60 56 93
17 28 37 .62 57 95
18 30 38 .63 58 97
19 32 39 .65 59 98
20 33 40 67 60 1.0




6. Finished entering your details? You can:

e Save as Draft if you want to finish it later
e Or click Submit to move forward
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7. You'll be taken to a confirmation page. Here, you'll need to:

e Enter your password
e Attach any supporting documents (if needed)

Then click Submit again.
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8. Go back to the Time and Expenses dashboard (from the home dashboard) to view
your claims.
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9. You'll see a list of your submitted claims. Click on a claim to:

e Expand it for more details
e Attach extra documents using the paperclip icon

iy poy Denmens TR o EApETES

Time & expenses

Statiss
In progress - j

Start date (emmipy] o) [T —— (ol ]
13/02/2025 | 1305/2025

Cialm name

Z DELT Time Claim Form 12 May 2025  DELTAADODDO027

Z_DELT Time Claim Form 12 May 2025  DELTAADD000025

My events

Z_DELT Mileage &
Expenses Claim Form

12 May 2025 DELTAFOOD00D3T Provisional 13 May 2025

Ne events ro display

7_DELT Mileage &
Expenses Claim Farm

12May 2025 DELTAFOODOOO36

Z_DELTY Time Claim Form 12 May 2025 DELTAADOODODZE




