P How to compute all the normal working hours in a day in overtime FAQEN156
m

Prerequisites : Administrator V1.0

Objective

It may happen that all hours worked should be considered as overtime in order to pay a multiplier for all
these hours (example: working on a public holiday, cyclone...).

Payroll Mauritius has the ability to automate this easily.

How to do this ?

To do this, we will create a new type of leave: workovertime
by going to the [Settings][v](1) menu, option "Leave Types"(2) then click on the [Add Leave Type](3)
button and then enter the following data (4) :

e ———
B Save
| 2

Leave Type Details Restrictions
Name Work Qvertime Calculate prorata
Identifier: workovertime +/ Can Take Half Day
Code WO xclude Holidays
Gender. All - le Non-Warking/\Weekends
Amount Per Year 20 orking weekends
Start after months: 0 v d is Carried Forward
Start on 01-01 Calty Forward Amount 0
Ends on 3112 Eidtjear
Show in payslip Always -
Show previous year
Show next year
Color* Description
red - "Special” leave used fo compute normal hours
into overtime hours

Position
100 -

then click on the [Save] button.
The new leave is then created.
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Then go to the Timesheet(1) of the Employee concerned(2), and for the given day, to enter
(compulsorily) the Time In(3) and the Time Out(4) :

Employees Period Salary calculation Declarations Reports Employer
8 New ~ Dec, 2022 Monthly Salary ~ ) Timesheets =~ i'ﬂ NPF/NSF/CSG i= Statutory reports ~ S Payments ~ | 4 Common sect ‘; Company

a 5 {1
i=s Action ~ Pe Hc e v |z PAYE [E Accounting v [ Reports = (s Settings ) Admin ¥ o

n B Employees | [ Leave Types 2% s Timesheets
Employees [« || AUMERRALY Priscilla (@ Retrieve Time ('
Search (& e
MiCELE ] Sections for Current Month | Variables | Access Control

Department > | | Office/Site hd . ) =
Timesheet for AUMERRALY Priscilla 23/Novi2022 - 22/Dec/2022  [F] Cale. Overtime  {€] Export B Save Changes (<]
Code Name i 5
. | Day Date Work/Leave Schedule Time In Time Out Overtime Retard (mn) H o
1500004  AUMERRALY Priscilla : S 8
Wed  23/Now/22 warking Morning shift = o
& 00010 BEEHARRY Sylviana =
[h P— - Thu 24/Nov/22 working Morning shift 08:00 17:00 ‘%
ane
Fri 25/Nov/22 warking Morning shift c
00001  DOE John i
W, s, Sat  26/Nov/22 notworking =

then indicate that the day is not "Working"(1) -double click- but "Work Overtime" by selecting it in the
list(2) then save by clicking on the [Save Changes](3) button:

Employees Period Salary ca\cu‘ﬂh"" Declarations Reports Employer
&: New ~ Dec, 2022 i Monthly Salary ~ . Timesheet Not kamg [" Statutory reports * 5 Payments ~ & Common sect .,.l Company
i3s3 Action ¥ Period settings C period [T Calculate \yone Overtime « . Accounting W iE Reports ~ L+ Settings v |gé Admin ¥
= Local leave
Employees B Leave Types (s Timesheets [Half] Local leave
Sick Leaves

ployee <8 O] AUMERRALY Priscilla (@ Retrieve Time

[Half] Sick Leaves

Search c Timesheet m Sick Bank E Access Control

Maternity Leave

Department ~ | Office/Site v . ~— = : -
= Timesheet for AUMERRALY F |njury Leave 23/Nov/2022 - 22/Dec/2022 [T Calc. Overtime @ Export [&] save Changes

Code Name .
: Day @ Date [Half] Injury Leave Schedule Time In Time Out Overtime Reta| H
5 i 00004 AUMERRALY Priscilla Early Leaves
i Wed 23/Nov/. « Morning shift =
¥ § 00010 BEEHARRY Sylviana Pl

_ Thu 2 Morning shift 08:00 17:00

14 00002 DOE Jane

Fri 25/Nov/2 working Morning shift

I nnnnd NNE Inhn

Now, by clicking on the [Calc. Overtime] button, all hours worked are then automatically recorded as
overtime:

Employees (¢ B [ AUMERRALY Priscilla @ Retrieve Time (' |
SEEIEL C Timesheet Sections for Current Month m

Department ~ | Office/Site -

Timesheet for AUMERRALY Priscilla 23/Nov/2022 - 22/Dec/2022 (% Calc. Overtime €] Export [5 save Changes (<]

Code Name =
Day Date Work/Leave Schedule Time In Overtime Retard (mn) H §

. . 00004 AUMERRALY Priscilla =
. Wed  23/Nov/22 working Morning shift o
e ot T (Th 24Novz2  werkoverme  Momngshit 0800 _I 2
[, 00002  DOE Jane S
. 00001 DOE John Fri 25/Nov/22 working Morning shift E

— I Sat DAMNNAVIDY nohwnrkina =<
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