
Today, we would like to talk about how overtime function in SQL Payroll. Click on payroll, 

maintenance, Maintain Overtime 

 

Click on New,

 



For Example, we need to calculate the overtime of our staff on normal working days hourly, we just 

need to click on new, put your code and description, key in the overtime rate, and select the unit 

type for hourly, and tick or untick those contribution will do, after done all, just save will do. 

 

 

 



Do the same steps for other overtime type will do. 

 

After that, when we need to process the payroll at the month end,  

 

 



Click process, 

 

It will comes to this screen, DOUBLE CLICK on one of the employee,

 



There is OVERTIME with blue colour word, click on it, 

 

At the bottom of screen, it comes out a column with overtime,

 



 

 

Trans Date = the date of overtime, Post Date = the date of process or the posting date, make sure 

you select the right employee,  

 



Select the code that you created,

 

Key in the work unit as overtime hour, for example that day Lee Chong Wai overtime for 2 hours,  

just key in numbering as 2 will do,

 



Or, you also can click on the button beside Trans Date, and tick the column name Work Unit As Time, 

 

 

After call out the column of Work Unit As Time, you may key in the overtime minutes also. 

 



 

You may click on the append for second column, and do the same steps will do, 

 

Then just click on save will do, you may do on the same steps for the others employee too. 

Done.  



We would like to show you how to do the overtime in SQL Payroll. 1st, click on payroll, open 

pending payroll.

 

 

When it comes to this screen, Double Click on Overtime, 

 



 

 

 

 



 

 

 

 

 



 

Key in the time in the work unit for time,for example Lee Chong Wai overtime for 2hours 

and 30minutes,just key in as reference.

 



Just follow the same steps as shown above, and save will do. 

 

After save, just need to close and when want to process at the month end, 

 

 

 



 

Double click on the employee’s name or code, 

 

 

 



It will comes to this screen, click on the Overtime with blue colour words, 

 

It will show the records that already key in pending payroll. 

Done. 



How to import Excel overtime format into SQL Payroll, do a table as shown in Microsoft 

Excel. 

 

 

 

Date = Trans Date 

Employee = Code of Employee 

OT = Code of Overtime that created in Maintain Overtime 

Unit = Work Unit (count 2.50 = 150 minutes/2 and a half hours) 

 



After done the table, go to file,  

 

 

 

Click on Save as, 

 

 

 



Make sure select the CSV file type,

 

 

 

Key in the 

file name 



 

Double click on the overtime, 

 

 

 

 



Click on the import date icon,

 

 

Click on the … (3 dots button) to select your data source, 

 

 



 

 

 

 

Step 2: Choose New Setting 

Step 1: Select your data source 

Step 3: Click Next 



 

 

 

 

 

Make sure you have select all the fields for the date, employee, code & workunit. 

Step 4: Select as row 1 

Step 5: Select comma 



 

 

 

 

 

Make sure change to row 2 



 

 

 

 

Done. 

Click Save 


