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Assigning Overtime

Right click the shift that you would like to assign the ovetime to and select ‘Assign Advanced
Overtime and Allowance’

Add Unavailability
eptember 2021

Finalise
Monday 20

Assign Actual Rest |
Aszign Advanced |
Overtime and

Allowance

Cancel
Clear

Set Requested Status
3 September 2021

Change In Charge
Status

Assign Advanced Overtime and Allowance

Filled Day (Day) Duty on 20/0%/2021

Duty Times

Actual Duty Start Actual Duty End
08:00 16:00

Rest Time Work Time
00:30

Duty Change Reason

w
Overtime Details
Overtime Type Apply To Owertime Reasan From To
Duration

Entry 1 v (O v 00:00 v

Entry 2 v (O v 00:00 v

Entry 3 v (O v 00:00 v

Entry 4 v () w 00:00 w

Entry 5 v () v 00:00 v

Filled Day (Day) Duty on 20/09/2021
Allowance Entry 1

Allowance Rete Units Hours Reason

v o W +] 00:00

Allowance Entry 2

H L4

ople Cenired Excellence
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Make sure that the correct date and time is selected and then complete the Overtime

details
Overtime Details
Se|eCt - Entry 1 COwertime Type
For weekday overtime select - (OT) WkDay Entry 1
. Entry 2 (OT)Plain
For Weekend overtime select — (OT) Sat/Sun U
Entry 3 -
Excess
Entry 4
Entry 5

Filled Day (Day) Duty on 22/09/2021

w 00:00 Apply to

Sus Ll You will need to select where the overtime is to be applied to. If it is

B from the start time to the finish time you would select entire duty.

End OF Duty

Entire Duty

®
®
®
©
®©

Not Applicable
e You will then need to select the reason for the overtime and the from

Start OF Duty .
and to times.

Assign Advanced Overtime and Allowance B
Filled Day (Day) Duty on 20/09/2021 @
Actual Duty Start Actual Duty End

08:0q 16:00

Rest Time Work Time

00:30

Duty Change Reason

v
Overtime Type Apply To Overtime Reason From To
Dwration
Entry 1 v © v 00:00 v
Entry 2 v (O v 00:00 v
Entry 3 v (O v 00:00 v
Entry 4 v (O w 00:00 v
Entry 5 v (O v 00:00 v

Filled Day (Day) Duty on 20/09/2021

Allowance Entry 1

Allowance Rate Umits Hours Reasen

~ 0 [N +] 00:00 w

Allowance Entry 2

People Centred Compassion Excellence



