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Note the message indicating that the request has been successfully submitted and the update to the 
Activity Log.  Your Supervisor will receive a message prompting them to approve or deny this request 
upon submission.  If approved, the hours requested will automatically be added to your timesheet.   
Premium Pay Requests can be modified and re-submitted as long as they are in the Pending state.  
Once they are approved, changes cannot be made.  Your Supervisor must revert the request to the 
pending state for you to be able to edit the request.   
In this example, we want to add some additional Overtime to this request before it is approved.  To do 
that, we will select the Add New Row button.  Select next to continue.   
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In this example, we will select Sunday, March 30th as our Start Date, and enter 2pm and 5pm as our 
Start and Stop times.  Select next to continue.   
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Next, we will submit the request for approval by selecting the Submit button.  Select next to continue. 
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Note the message indicating that our request has been submitted.  Premium Pay Requests can be 
deleted while in the Pending state.  Once a request has been approved, it cannot be deleted.  The 
Premium Pay hours can be removed from the timesheet, but the request must be changed back to the 
pending state in order to be deleted.    
In this example, we will delete this request.  Select next to continue.   
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You will see a message asking if you are sure you want to delete the request.  In this example, we will 
select Yes.  Select next to continue.   
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Note the message indicating that the request was deleted and that we have been taken back to the 
Current Premium Pay Requests page.   
Let's take a look at one more example.  Select the Add Premium Pay Request button to continue.   
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Once again, we are going to select Over 40 - Overtime as our transaction code. Select next to continue. 
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In this particular scenario, we are requesting Overtime on both Saturday and Sunday of the upcoming 
weekend, March 29th and 30th, as we did in our previous request.  But this time, we will be working the 
same number of hours, using the same start and stop times, each day.  9am until 12pm.   
We can accomplish this with only one entry.  First, we select the 29th as our Start Date and the 30th as 
the end date.  Select next to continue.   
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Next, we will enter a start time of 9am, and a stop time of 12pm.  Select next to continue.   
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Next, we select the Submit button.  Select next to continue.   
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Note message indicating that the request submitted successfully.  Also note that there are 3 Daily 
Hours, and 6 total hours on this request, like we wanted.   
Next, we will return to the Main Menu by selecting the Employee tab. Select next to continue. 
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You have completed this lesson. To continue, select the Finish button.   
 
 


