01. Process for OT Approval for Head Office

01. Ms. Chamari Mayadunne sends completed attendance data to individual users.
02. User changes the overtime applied if necessary

03. User submits the overtime to the respective approving officer

04. Approving officer approves / rejects with or without changes

05. Approved data is taken for payroll

02. Steps to Follow for Submitting OT Approval (For End Users)

Step 01 : Log into the HRIS

welcome HRM Enterprise

PLEASE SIGN IN WITH YOUR CREDENTIALS

o h’Senid Biz

PASSWORD

Forgot Password It’S a” about People
LOGIN RESET

=@ @ 8 COPYRIGHT @ 2004 - 2014, HSENID BUSINESS SOLUTIONS. ALL RIGHTS RESERVE
sy hSenid \VVH SENID W
EMEASE Y HRMENTERPRISE.COM

Step 02 : See whether any approvals has been displayed named “Attendance” in the “My Workflow
Items” widget

My Workflow Items

Pending approvals grouped by module are displayed below. Click on the icon to view details of the pending

approvals
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Step 03 : In the “For Your Approval” window, select “Time Sheet”

ﬁ,{ For Your Approval

If it is displayed, click on the “Edit” button.

If it is not displayed, remind to Ms. Chamari Mayadunne to send the complete attendance
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Step 04 : Change the overtime amounts if necessary
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Step 05 : Add a comment if needed
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Step 06 : Tick the dates for which you need to apply for overtime
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Step 07 : Submit the overtime for the approving officer
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