
 

PREPARATION OF OVER TIME (Quick User Guide) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



The Process 

 

 

 

 

1

Subject 
Officer 

Login to 
HR System

Prepare 
OT 

Schedule

Save and 
Print

End

2

Authizing  
Officer 

Login to 
HR system

Get OT 
Schedule

Check & 
Authorize

End



 

 

 

 

 

Please read “Check OT Bank Details of Your section” topic to learn 

how to get bank details of your employees. 

  

3

Subject  
Officer 

Login to 
Finance 
SYstem

Import OT 
Details to 
a Offline 
Voucher

Check End

4

Authizing  
Officer Login 

to Finance 
SYstem

Get the 
Offline 

vouchers

Check & 
Authorize

End



1. Preparation of OT Schedule By Departments (Subject Officer) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1 : click on this Icon 

in ERP Page 

 

 

Step 2 : Login using you user 

name and password to the system 

 

 

Step 4 : Then click on + sign 

 

 

Step 3 : Then click on OT menu 

and then OT ADD/EDIT 

 

 



 

 

 

 

 

 

Step 5 : Then select section and 

click on Add Manually 

 

 

Step 6 : provide OT hours in the 

boxes and click import 

 

 

Step 7 : Then click on Show OT Total and check totals are ok. 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 8 : Print and Check Bank Account Details are correct. Then send 

for Signatures. 

 

 

END 

Next is 

Authorized the 

prepared 

Schedule 



2. Authorize the prepared OT Schedule. (Authorizing Officer) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1 : click on this Icon 

in ERP Page 

 

 

Step 2 : Login using you user 

name and password to the system 

 

 

Step 4 : Select sections (one at a 

time)  

 

 

Step 3 : Then click on OT menu 

and then OT Authorization 

 

 



 

  

END 

Next is get the OT 

Voucher and 

Authorize it. 

Step 5 : Then tick all relevant OT 

Schedules and click on Authorize 

button 

 

 



 

3. Preparation of OT Voucher by Departments (Subject Officer) 

 

 

Step 1 : Login to the Finance 

System 

 

 

Step 2 : Then go to TOOLs menu 

and then Import then OT Voucher 

 

 
Step 3 : Then select date range, select bank as Peoples Bank, tick on your 

OT sessions, then click Import 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 4 : By doing STEP 3, system will 

create Offline OT voucher for you. Go 

to Offline Edit  

 

 

Step 5 : then check the voucher is OK by editing it. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

END 

Next is Authorize 

the Voucher. 

Step 6 : Then save the voucher if 

edited or just exit from it. 

 

 



4. Authorization of OT Voucher by Departments (Authorizing 

Officer) 

 

 

 

Step 1 : Login to the Finance 

System 

 

 

Step 2 : Then go to Payment 

Voucher Offline and then 

Authorization 

 

 

Step 3 : Then go to Payment Voucher Offline and then Authorization 

 

 



Check OT Bank Details of Your section 

 

Go HR to  

 

 

Then Select “Selected Section” option 

Then tick the sections you want to view 

 

 



Then click on “View Report” button to get the bank information  

 

 

Report will have following details 

  



Other OT related Reports  

 

Go To HR (OT) system 

1. Click on Reports 

2. Again Reports sub 

menu 

3. Click on Payroll 

4. OT Report – section 

wise OT report 

5. OT Report Detail 

6. OT Information : this 

report contains 

Employee’s Bank 

information 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

END 

The process is end here. Now 

OT Vouchers can be processed 

by the Finance Department 
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