
How to Make A Counter Claim on an Overtime
Claim Form

To make a counter claim, you must replicate the claim
that you wish to claim against. This can be viewed
under the ‘Time & Expenses’ section

Input the same Element/Date/Start & Finish Time as
the original claim form you are counter claiming 

In the Number of Hours tab, input the number of
hours inputting a ‘-’ to minus

Once inputted, save as a draft or submit for authorisation

Select the claim
template that was
used in the original

claim


