
Overtime Process 
HR Ops Guideline



How to log-in to your account

Type your email address

Type your password

Visit to
https://yomaconnect.yoma.com.mm/
login

https://yomaconnect.yoma.com.mm/login


How to go to look for the employee’s overtime?

Click on Attendance

Overtime Main Page 

Click on “OT”



How to look for the overtime period?

Date Month Year

Overtime period can be found 
according to Day, Month or Year



How to look for the Overtime?

If OT is approved, 
it appears as 

Green

If OT is pending, 
it appears as 

Orange

If OT is rejected, 
it appears as  

Red



How to add Employee’s Overtime?

Click Add Hours

Employee’s name

Overtime Date

Add reason

Add start hour 
and end hour

Add Line Manager
Line Manager’s Comment on 
why the employees need to 
work overtime on that day

Click Confirm
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How to monitor each employee’s Overtime History?

Click Employee’s name

Select date 

Overtime History of employee 



How to delete employee’s approved Overtime History?

Click Edit

Click this icon

Click Confirm
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Overtime Report Guideline



How to extract Overtime Report?

Step - 3 Click export excel

Step – 4 Find excel report

Step – 4 Click download

Step 2 – Click on the 3 dots 

Step 1 – Go to Attendance 


