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Moving overtime to TOIL

When converting overtime to TOIL, the system allocates overtime hours at the end of the
week once the colleague exceeds their contracted hours. If the hours moved to TOIL are not
overtime hours, TOIL accrual is overwritten with basic hours.

For example, if a colleague works additional hours on Sunday but their normal working
hours are Monday to Friday, overtime is only recognized on Friday when they exceed their
contracted hours. Therefore, the Friday shift should be moved to TOIL. *Please note that the
change in pay code will appear on the timesheet for worked hours, and not the scheduler as
these are worked hours only.
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You can only move TOIL if it is a current or past shift within the week, future shifts on the
timesheets are read only. You can move the shift to TOIL on the scheduler also, you must
ensure you are only moving overtime hours to TOIL else this will be overwritten by the
system.

To move overtime hours to TOIL accrual on the timesheets, click into the shift to open the
shift window
Scroll down and you will see the talk drop down, select TOIL accrual from the drop down

Timesheet details  History

Scheduled 09:00 - 17:00 30m 7:30 hrs

Shift Leave
o

Location *

TESTWFM 1

09:00
30

17:00

I. TOIL Accrual : 09:00 17:00

@ TOIL Accrual
@® On Shift
@® CSAtoDM -
Al i
| @ Sspecial Hourly Rate
Then click approve
Tasks Reset to scheduled time ¥
@ TOIL Accrual v 09:00 1715
+ Add task
~ammante (N Hida ~ M

v/ Approve Save Close
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The shift should now display the Time in Lieu Accrual code on the timesheet

(® 09:00-17:00 TP 30m

7:30 hrs Time in Lieu Accru...

To move half / partial shift to TOIL, click add task and select TOIL accrual. The task on shift
will relate to the period within the shift to be paid, amend the times accordingly.

09:00

30 m
17:00
Tasks Reset to scheduled time ¥4
@ On shift v 0e:00 12:00 X
@ 7Ol Accrual v 12:00 17:00 X

+ Add task

Moving Overtime to TOIL for future shifts

To move the overtime to TOIL on the scheduler, click into the shift this must be the shift in
which the hours worked for the week will take the colleague over their contracted hours.
(this will show within the timesheet if you are unsure)

Change the active task in the drop down to TOIL accrual
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Active tasks (i 24 hour view Cm
@ oOn shift v 08:00 17:00
+/ @ On Shift
® CSAtoDM |
R mins
@® Special Hourly Rate i
R N
OoT1.0 v 7 hrs 30 m
+ Add payroll code
Short code
Click save.
This will move the full shift to TOIL.
To move partial hours, click add task
d
Location TESTWFM 2 w
Active tasks (i 24 hour view cm
@ On shift v 09:00 17:00
4+ Add task

And select TOIL accrual.
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@ oOn shift v 08:00 17:00 X
@ TOIL Accrual v 17:00 18:00 X
+ Add task
Paid break 0 mins
Unpaid break 30 mins
Payroll codes (i
oTLO v 8 hrs 30 m

+ Add payroll code

Short code

Shift name

@ Paid shift length: 8h 30m

Change start time and end as necessary, click save.

The Midcounties Co-operative, Co-operative House, Warwick Technology Park, Gallows Hill, Warwick, CV34 6DA - 01926 516000/ www.midcounties.coop

The Midcounties Co-operative Limited. A registered Society under the Co-operative and Community Benefit Societies Act 2014 - Registered number - 19025R



