
How to Complete NSCC Overtime Approval and Form 

 

 Overtime approval is required in order to submit a fully executed overtime form.  
Overtime approval forms can be accessed via the Payroll Website, under Forms & 
Documents, https://fa.nscc.edu/finance/payroll/forms/#payroll  
 

 

 

 

 

 

 

 

 



Complete all required fields then click next for approval.  Once fully executed the approval 
will route to Payroll, to document the employee has received approval for a specific time 
range, and number of hours. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Once the employee has worked overtime, they can then complete the Electronic Overtime 
Form (below).   

When submitting overtime hours worked you must submit the following: 

1. All hours worked during the week, including any sick, annual, holiday, etc, that were 
taken during that week.  Add the total hours to be paid in the large cell, as shown 
below, the form will automatically calculate the total hours worked that week. 

2. Overtime can be submitted weekly, or monthly 
3. You must select ‘Overtime to be paid in payroll cycle’, or ‘Overtime to be added to 

compensatory time balance’ (please note that compensatory time cannot exceed 
75 hours, if an employee has 75 hours in their compensatory balance, they must be 
paid for any additional hours) 

4. Add Name, A#, Org hours should be charged to, month and year hours were worked. 
The employee will also need to add the dates for the month worked (1st-31st, 
depending on the month). 

5. Employee signature and supervisor signature are required. 
6. Once signed, the form can be email to the Payroll Department, 

deanna.jackson@nscc.edu.

 

  

 



 To access and complete the Overtime Form, visit the Payroll Website, under Forms 
& Documents, https://fa.nscc.edu/finance/payroll/forms/#payroll  

 Then select ‘Blank Electronic Overtime Sheet’ 

 

 

 Once the Excel spreadsheet is open, complete all required fields and submit the 
overtime sheet to the Payroll oƯice, via email, deanna.jackson@nscc.edu 


