HR Ghana

Overtime

For employees, managers and HR

Record overtime, have it approved, and understand how approved
overtime reaches pay. Everyone involved is told, in the app and by
email, with a link to the request.
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1. Record overtime

%¢ HRGhana

1) Workspace
Home

23 People

=] Time & Leave

Overtime

A My work

Terms & Conditions

Privacy Policy

Time & Leave / Overtime

< Overtime

Record overtime

Overtime for Date worked From To Unpaid break (min)
Ama Mensah (EMP-002) (me) v 27/10/2026 [=] -t 0 -t 0 0
Reason

Overtime is only counted once it is approved. Time recorded on the clock does not become avertime by itself.

Submit for approval Save as draft

My overtime (3)
Date Time Overtime Reason Status

Emergency stock transfer for a

25 Oct 2026 17:30 to 20:00 (15m break) 2h15m 4
late delivery

Waiting For Approval

270ct2026  18:00 to 20:00 2n Month-end stock count SBprover

@ @ Demo Logistics Ltd ﬂf v

Refresh

Overtime is a request that has to be approved. Hours recorded on the clock are shown to reviewers for reference only and do not become overtime by themselves. Only approved
overtime can be paid, and payroll adds it only for employees who have an overtime pay component, up to the overtime the clock records confirm.

Actions

Cancel

by Efua Manager (efua.manager@demo.hrghana.test)

Loading dock overflow
260ct2026  19:00 to 20:30 1h30m Decision: Please plan overtime
with me beforehand.

Rejected

Time & Leave > Overtime (on the phone: More > Overtime).

by Efua Manager (efua.manager@demo hrghana.test)

1 Open Overtime. Choose the date you worked, the start and end time and any unpaid break, and give a
reason of at least five characters. The length is worked out for you.

2  Choose Submit for approval. Save as draft keeps it for later; it is not sent for a decision until you submit it.

3  Arequest cannot overlap another one for the same person, and it cannot be longer than the limit your
organisation has set. You can record overtime for yourself; managers can also record it for their direct

reports, and HR for anyone.

4 Cancel a request any time before it is decided if you made a mistake.
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2. Approve or reject

tﬁ HR Ghana ® @ Demo Logistics Ltd ﬂf v
@ Workspace = Time & Leave / Overtime
Home .
< Overtime Refresh
23 People v
Overtime is a request that has to be approved. Hours recorded on the clock are shown to reviewers for reference only and do not become overtime by themselves. Only approved
5] Time & Leave ~ overtime can be paid, and payroll adds it only for employees who have an overtime pay component, up to the overtime the clock records confirm.

Leave requests

Record overtime
Team attendance

% Overtime for Date worked From To Unpaid break (min)
Overtime
Efua Manager (EMP-001) (me) v 2711012026 [=] - 0 - Q@ 0
(=) Payroll & Finance v
Reason
Overtime is only counted once it is approved. Time recorded on the clock does nat become overtime by itself
Submit for approval Save as draft
My overtime (0)
You have not recorded any overtime
Your team's overtime (3)
Employee Date Time Overtime Reason Status Actions
i Emergency stock Approve
Terms & Conditions 25 Oct 2026 17:30 to 20:00 (15m break) 2h15m transfer for a late Waiting For Approval

Mensah ~
Privacy Policy

The approver's view: the team's requests, with Approve and Reject.

1 When arequest is submitted, the employee's manager and everyone with overtime approval rights get a
notification and an email. Choose the link and the request opens with that line highlighted.

2 Choose Approve, or Reject and give the reason (at least five characters); the employee sees the reason.

3 Nobody can decide their own request or one they recorded, even if they hold the approval right. Anyone who
cannot decide it simply does not see the buttons.

4  Reviewers also see how much overtime the clock recorded that day, for reference only. It never becomes
overtime on its own.
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3. Everyone is told

%¢ HR Ghana

1) Workspace
Home

2. People

=] Time & Leave

(=) Payroll & Finance

Terms & Conditions

Privacy Policy

HR Ghana

<

Notifications

Notifications (7 unread)

Manage preferences

Overtime request to review
Ama Mensah requested overtime for 25 Oct 2026, 2h 15m. Open the request to approve or reject it
10/27/2026, 8:28:32 AM

New leave request to review
Ama Mensah submitted a leave request for your review.
10/27/2026, 8:28:18 AM

Your payslip is ready
Your payslip for October 2026 Is now available

10/27/2026, 8:27.05 AM

Your payslip is ready
Your payslip for September 2026 is now available.
10/27/2026, 8:27:05 AM

Your payslip is ready
Your payslip for August 2026 is now available.
10/27/2026, 8:27:05 AM

Overtime request to review

Ama Mensah requested overtime for 26 Oct 2026, Th 30m. Open the request to approve or reject it.

Notifications: each one opens the request it is about.

@ @ Demo Logistics Ltd tf v

Refresh

Mark all as read

View

View

View

View

View

View

Mark read

Mark read

Mark read

Mark read

Mark read

Mark read

1 Submitted: the people who can approve it are told, in the app and by email, with the employee's name, the

date and the hours.

2  Approved or rejected: the employee is told in the app and by email, with the decision, the name and email of

the person who decided it and, for a rejection, the reason.

3 Inthe app the same alerts appear in the Notifications tab. Each person chooses what reaches them under

Notification preferences.

4  Every request shows its status and, once decided, who decided it and when.
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4. Set the rules

%¢ HRGhana

1) Workspace
Home
Organisation
Users & permissions
Roles & permissions

Reports

23 People

£ Time & Leave
Leave requests
Leave administration
Team attendance
Work schedules
Shifts
Attendance rules
Clock-in methods
Overtime

Employee assignments

(2] Payroll & Finance

£ Billing

Terms & Conditions

Privacy Policy

Time & Leave / Overtime

< Overtime

@ @ Demo Logistics Ltd ﬂf v

Refresh

Overtime is a request that has to be approved. Hours recorded on the clock are shown to reviewers for reference only and do not become overtime by themselves. Only approved
overtime can be paid, and payroll adds it only for employees who have an overtime pay component, up to the overtime the clock records confirm.

Record overtime

Overtime for Date worked From To
Choose... e 27/10/2026 o @ ===l O 0
Reason

Overtime is only counted once it is approved. Time recorded on the clock does not become overtime by itself.

for approval Save as draft

My overtime (0)

You have not recorded any overtime.

All overtime requests (3)

Employee Date Time Overtime Reason

Ana Emergency stock

M e 25 Oct 2026 17:30 to 20:00 (15m break) 2h15m transfer for a late
delivery

4na 27 Oct 2026 18:00 to 20:00 2h Morhzend stock

Mensah count
Loading dock

Ama overflow

26 Oct 2026 18:00 to 20:30 1h 30m :

Niaean Decision: Please plan
overtime with me
beforehand.

Overtime settings
Longest single request (hours) Wha can approve
8 The employee's manager, or anyone with overtime approval rights

Unpaid break (min)

Status Actions
Approve
Cancel

Approved
by Efua Manager
(efua.manager@demo.hrghana.test)

Rejected
by Efua Manager
(efua.manager@dema.hrghana.test)

~
Save settings

Overtime settings at the bottom of the Overtime page.

1 People who manage overtime see Overtime settings at the bottom of the Overtime page.

2 Longest single request sets the most hours one request can cover (from 15 minutes to 16 hours; the default

is 8).

3 Who can approve chooses between the employee's manager or anyone with overtime approval rights, and
only people with the approval right.
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5. How approved overtime is paid

%¢ HRGhana

@

23
~

]
)

8

Workspace

Home

Organisation
Users & permissions
Roles & permissions

Reports

People

Time & Leave
Payroll & Finance
Payroll periods

Pay configuration
Pension settings
Day-based pay rule
Overtime pay
Employee compensation
Payroll calculations
Payroll runs

Payroll payments
Compliance
Expense approvals

Loan administration

Billing

Terms & Conditions

Privacy Policy

(@) Q Demo Logistics Ltd tf v

Payroll & Finance / Overtime pay

< Overtime pay Refresh

How overtime is paid

+ Only approved overtime is paid. Hours that appear on the clock but were never approved are not paid.
« Paid hours come from the attendance records and never exceed what was approved. Someone cannot approve their own overtime.
« The hourly rate is the value on each employee's overtime pay component. The multiplier below is applied on top. With no multiplier the rate is paid as it is (1.00).

« Tax follows each overtime component's taxable setting. Special tax rates for overtime are not applied; confirm any with your payroll adviser.

Multipliers
A new multiplier applies to payroll periods ending on or after its date. Earlier periods keep the multiplier that applied to them.

Applies to Multiplier (1.00 ta 5.00) Effective from Note (optional)

Working days v 27/10/2026 (m]

Multiplier history
Effective from Applies to Multiplier Note

No multipliers set: overtime is paid at the authorised rate (1.00)

Payroll & Finance > Overtime pay.

Only approved overtime is paid, and only for employees who have an overtime pay component. The hourly
rate is that component's value.

Paid hours come from the attendance records and never exceed the hours approved. Hours nobody
approved are not paid.

Set the multiplier for working days and for non-working days under Payroll & Finance > Overtime pay. A new
multiplier applies to periods ending on or after its date. With no multiplier the rate is paid as it is.

Tax follows the overtime component's taxable setting. Special tax rates for overtime are not applied, so

confirm any with your payroll adviser. Finalised runs are never recalculated.
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Remember

Tip: if an approver says they cannot see the buttons, check that they are not the person who recorded it, and
that they are the employee's manager or hold the overtime approval right.

Need help? Contact your HR team, or write to support@hrghana.com. The screens in this guide show sample data; yours will show

your own organisation.
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