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How to log-in to your account
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How to go to look for the employee’s overtime?

O | L1

A

= Yoma Connect L] S Click on Attendance
Dashboard Attendance Leave Employees Inbox Aszsts
[3 Snapshot o Birthdays @ Work Anniversaries
568 absent vouwa e Aung Myo Min Thiri Myint Hlaing Soe
L * 21 years old on Sat 1 year on Fri
Y= Yoma Connect @ D @ Q — ‘; o
Dashboard Attendance Leave Employees Inbax Assets
Dabault
Employee M T w T F 5 5
Card View
Aatrey Saxena ( NA ) 0 hrs 0hrs 0 hrs 0 hrs 0 hrs 0 hrs 0 hrs 0 hrs
y and Finance Department | Serge Pun & Associates (Myanmar) Limited

Annie Pe The ( NA ) 0hrs 0 hrs 0hrs 0 hrs 0 hrs 0 hrs 0 hrs 0 hrs

Office Administrator

FMI H FM Company L H .

—
Overtime Main Page

Anthony Julian Ray ( NA ) 0 hrs 0hrs 0hrs 0 hrs 0 hrs 0 hrs 0 hrs 0 hrs

Head of Phc Art W

Gre ommunications and Public Relations Department / Serge Pun & Associat...

April ( NA) 0 hrs 0 hrs 0hrs 0 hrs 0 hrs 0 hrs 0 hrs 0 hrs

Front Office Executive

6005 employees | 45:36 hrs OT hours Oct 2020 Total 359 30/Page < n 2 3 4 5 6 12 Go t




Overtime period can be found

. S
according to Day, Month or Year How to look for the overtime period:

Date Month Year

® L ® ‘; Dashboard "FNC:a)"fa Leave Employees Tnbox Asszts ‘;
Dashboard Attendance Leave Employess Inbox Rssets Dashboard Attendance Leave Employess Inbox Assts cEREE plofe

Week [ 06 Jul - 12 Jul » Default Month 1 Oct 2020 3 Default Year q 2020 » Default

« < 2020 ul by « 2020 » ¢ 2020 - 2029 »
M T w T ! Week 1 Week 2 Week 3 Jan  Feb  Mar  Apr May Jun —
Hours Hours
fon T Ved T Fioost S In Feb Var Aot m W uw uB
1 2 3 4 5 0 hrs 0hrs 0hrs 0hrs Ohrs Ohrs Ohrs Ohrs Ohrs  83:50h 315:25 hrs
0hrs 0 s 0 hrs 0 hrs 0hrs 5
7 8 9w 1 @ May Jun ul Aug ) Limited 2004 2005 2026 027
bk I U RS CHNS (S VAR B
ahrs 0hrs 0hrs - o - - 0 hrs Ohrs Ohrs Ohrs Ohrs Ohrs  Ohrs 0hrs
4:35 hrs 4:35 hrs 0 hrs 0 hrs 9:10 hrs 028 2029
N A B WU BB

0hs 0hrs ohrs 0his ohss Ohrs Ohrs Ohrs Ohrs Ohrs Ohrs Ohrs Ohrs Ohrs Ohrs Ohrs Ohrs 0hrs

0hrs
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How to look for the Overtime?

Aung Pyae Phyo ( NA )

0 hrs 0 hrs 0 hrs
Driver

Group Administration Department [ Serge Pun & Associates (Myanmar) Limited

. . . . . Aung Pyae Phyo (NA) 9 hrs 1hrs 2 hrs 0 hrs 0hrs 0hrs 0hrs
If OTis approved, If OT is pending, If OTis rejected,

Driver

9 hrs
it appears as it appears as it appears as

Green Orange Red

Group Administration Department / Serge Pun & Associates (Myanmar) Limited

Thiri Win ( NA )

0 hrs 1hrs 1 hrs 0 hrs
HR Executive (Talent Acquisition)

Group Operations Department / Serge Pun & Associates (Myanmar) Limited




How to add Employee’s Overtime? = Yo Comec

Attendance oT

Employee

Aung Myo Htut ( Aung Myo Ht...

Drivel

Dashboard Attendance Leave Employeas Inbox Assets
Y Q I WGEk ! 06 JUI ) 12 Ju‘ ’
M T w T F s s
0 hrs 0hrs 0 hrs 0 hrs 0 hrs 0 hrs 0 hrs

oup Ambassador / Serge Pun & Associates (Myanmar) Limited

Add Hours 2

Employees’s OT Request * Employee * Date

Aung Pyae Phyo 22-10-2020 — Qvertime Date

» Employee’s name

+ Beagon

Bb
__» Add reason

* Pay Type
Paid

OT Hours

Add start hour
and end hour

04:42 PM - 05:44 PM = 1 hour 2 mins >

0 OT SCnedtie

Total OT Hour 1 hour 2 mins

Approver & Comments Approved By
—— Add Line Manager

Click Add Hours

- Manager Comment
Test
3 4
Cancel m
Click Confirm
\ 4

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

4,

Default

Hours

0 hrs



How to monitor each employee’s Overtime History?

Aung Pyae Phyo ( NA ) 9 hrs 1 hrs 2 hrs 0hrs 0 hrs 0hrs 0 hrs 9 hrs

Driver .
Group Administration Department / Serge Pun & Associates (Myanmar) Limited

Aatrey Saxena ( NA ) 0 hrs 0 hrs 0hrs 0hrs 0 hrs 0hrs 0 hrs 0hrs

Associate

Strategy and Finance Department / Serge Pun & Associates (Myanmar) Limited

& Aung Pyae Phyo's OT History

Date

Request OT Hour

Start

End

Total

01
Sep

02
Sep

03
Sep

07
Sep

Total OT Hour

9 hrs

6 hrs

5hrs

5hrs

2 hrs

Click Employee’s name

» Select date

ADD HOURS l 01-09-2020 To 30-09-2020
&« 2020 September 2020 October > ¥
Reason
Sun  Mon Tue Wed Thu Fri Sat Sun  Mon Tue Wed Thu Fi Sat
o 2 3 4 Y 1 2 3
g A
6 7 8 9 10 11 12 4 5 6 7 8 9 10
>
13 14 i35 16 17 18 19 1 12 13 14 15 16 17
Q08 20UY4
20 21 2 23 24 25 26 18 19 20 21 22 23 24
mq:&ﬁu% 7 28 29 @ 25 26 27 28 29 30 31
QPU§(?)O.‘ 1 ER ) _
goroe0 qpBgloged pay or m

» Overtime History of employee



How to delete employee’s approved Overtime History?

€ Aung Pyae Phyo's OT History 01-10-2020  To  23-10-2020

Date Start End Total Total OT Hour Reason Pay Type Manager Remark Action

Click Edit

1:2 hrs

17:44

Overtime Request Approved

Aung Pyae Phyo OT applications for 1:2 hrs for Thursday 22 Octobe
r was approved by Yoma Connect.

Aung Pyae Phyo .

Bb

i Are you sure?
Extra attendane OT hour

2 04:42 PM - 05:44 PM ( Total = 1 hour 2 mins ) 3 o This will permanently delete the overtime. Continue?

Click Confirm

Approved By
Yoma Connect

Test

1:2 hrs of overtime approved

& CancaT— Click this icon
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How to extract Overtime Report?

Y= Yoma Connect (D ® I Q‘ Q L] a_‘; o

Dashboard Attendance Leave Employzes Inbox Assets

Attendance oT Y Q ADD HOURS Week « 19 Oct - 25 Oct > Default

Export Excel

» Step 1 — Go to Attendance

Step 2 —Click on the 3 dots

Employee M T w T F S S

Step - 3 Click export excel

eSSy S S— — — — — — S—
Import / Export Administrator
Export / Import / Serge Pun & Associates (Myanmar) Limited

Aung Pi Htet ( NA )

M3 er. Corno

Y= Yoma Connect @ @ ‘D] @ Q " Hil NA
Dashboard Attendance Leavs Employses Inbox
o Exported  overtimes  report  to
wasms o7 | o= -
endance [ Step - 4 C||Ck download
See details
Employee Monday Tuesday
o Exported  overtimes  report to
download
Aatrey Saxena ( NA ) ge?ewcrlltlact':ﬁs

Associate
Strategy and Finance Department / Serge Pu...

e Exported overimes report to
Annie Pe The ( NA) Your tasks is automatically remove after 7 days.
Office Administrator

FMI Flotilla / F M I Flotilla Company Limited
Anthony Julian Ray ( NA )

Head of Photography & Art Works
Group Communications and Public Relations ...

5919 employees | 11367:53 hrs OT hours Oct 2020 Total 349 30/Page < n 2 3 4 5 6 | e | 12 » Go t

Show al A

» Step — 4 Find excel report

0t 2020-10-26_to_..xls A




