
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



1. To submit an overtime claim, navigate to the Time and Expenses widget on your 

employee dashboard and click "Add Claim". 

 

2. Fill in the following, then click “New” to open the form. 

• The date you're claiming for 

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

• Choose the claim template (it should be called something like “Time Claim 

Form” based on your organisation's claim templates) 

 

 

 

3. The claim form has three separate pages: 

• Page 1 – Enter your additional/overtime hours 

• Page 2 – Add any cash claims. E.g. standby cash. (This is only applicable 

for certain employee groups. 



• 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. 

 

 

4. On Page 1: 

• Choose the correct overtime type from the dropdown (your options may vary 

depending on your organisation) 

• Select the date you worked 

• Add a short reason for your claim 

• If needed, enter a different cost centre code 

• Enter your hours in decimal format (further guidance on this in the next 

step) 



 

5. Please see guidance for submitting hours in decimal format below: 

 

 

6. Finished entering your details? You can: 

• Save as Draft if you want to finish it later 

• Or click Submit to move forward 



 

7. You’ll be taken to a confirmation page. Here, you’ll need to: 

• Enter your password 

• Attach any supporting documents (if needed) 

 

Then click Submit again. 

 

 

8. Go back to the Time and Expenses dashboard (from the home dashboard) to 

view your claims. 



 

9. You’ll see a list of your submitted claims. Click on a claim to: 

• Expand it for more details 

• Attach extra documents using the paperclip icon 

 


