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AUTHORISING OVERTIME – ANSWERS FOR TRAINING EXERCISES 
 

Answers are applicable to exercises A, B & C 
 

1. Go to the exceptions facility and amend the date range to the date range 
indicated in the question by clicking on the pink box: 

 
 

 
 
 

Expand the Unauthorised Overtime folder and the All group and find the 
employee indicated in the question. Click on the date to go to the timesheet: 
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Right click on the unauthorised overtime and select the Quick Authorise Rate 
1 option: 
 
 

 
 
 

The overtime will be added to the time accrued at rate 1: 
 
 

 
 
 

2. The correct date range should already be showing in the Exceptions facility so 
find the employee in the tree view and click on the date to go to the 
timesheet: 
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Left click on the unauthorised overtime to bring up the Authorise box. Select 
a reason and set amount to authorise to zero. Click save: 
 
 

 
 
 

The overtime is removed from the timesheet: 
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3. Amend the date to the date indicated in the question by clicking on the pink 
box: 

 
 

 
 
 

Expand the Unauthorised Overtime folder, right click on the All group and 
select Authorise to open up the Bulk Authorisation window: 
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Check that the correct date and group are showing and click on the 
employees who worked the WKS1 shift to highlight. Click on the Authorise 
button to bring up the Authorise box: 
 
 

 
 
 

Select an appropriate reason, check that the pay rate is correct and enter the 
amount of time to authorise (01:30) before clicking save: 
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Repeat with the remaining employees who worked the WKS3 shift. 
 
The overtime will be authorised on all selected timesheets: 
 
 

 
 
 

4. Go to the exceptions facility and amend the date range to the date range 
indicated in the question by clicking on the pink box: 

 
 

 
 
 

Expand the Unauthorised Overtime folder, right click on the Canteen group 
and select Authorise to open up the Bulk Authorisation window: 
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Check that the correct dates and group are showing click on the Authorise 
button to bring up the Authorise box (there is no need to highlight any 
employees): 
 
 

 
 

 
Select an appropriate reason, check the rate is correct and tick the All box to 
authorise the amount of time each employee has accrued rather than a set 
amount: 
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The overtime is approved: 
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