A Guide to Processing Overtime Claims
In Access, click on Self Service, My Pay Claims
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Click on Add Claim
Enter relevant description
Year is the current Financial Year End (Apr to Mar)
Using the drop down select the month you have completed the overtime in and select Add
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This takes you to the next screen, select add claim
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Once in this screen….
Under date you would select the date you did the overtime.
In Element use drop down and select accordingly
Amount is the number of hours you are claiming for
[image: A screenshot of a computer

Description automatically generated with medium confidence]
click Save, if you have no further claims that month,  click Submit, which is located just above save.  Your authoriser will be shown, select ok and the status should change from open to awaiting authorisation See image on last page.
If you have multiple claims in the month, save but do not submit. After pressing save, you should be able to exit this screen with your status remaining as Open.
When you next go into My Pay Claims your Open Overtime should appear, as shown below, giving you to option to add additional claims within the same month, by the deadline. 
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Click on Status Open
You will then be taken into the screen, giving you the option to add a further claim
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Repeat the process of adding your overtime, by entering date, element, amount of hours and press save.  If you have no more overtime to be input for the current month, after pressing save click on submit.
A GOOD WAY TO CHECK THAT YOU HAVE PRESSED SAVE, IS THE SAVE BUTTON WILL CHANGE TO EDIT
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 Once you have pressed submit you will see the box which has the name of your authoriser in it.  Click OK. 
The status of your claim will change to Awaiting authorisation.
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No further action is required by you
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