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This Help Card explains how Line Managers approve Overtime and allowance claims for their direct reports.  
Note: This process is different to weekly timesheet approval.  See GAN006b for Weekly approvals. 
 

Logging On  
 
To log in visit the website https://storycontracting-gt.coinscloud.com/GaneTime 
 

 
 

 
 

 

Enter your Approver User Name and Password.  Your approver User Name is likely to be similar to 
your COINS user name (with a different password). 

You will have a separate User Name and password if you also book your own Overtime claims or 
input Timelog.  This cannot be used when doing timesheet approvals. 

 
Click Log in to login into GaneTime. 

 
Checking Overtime and allowances claimed by your direct reports: 
First of all put on a selection filter 
 

 

 

 

Change Pay Type to “Custom” 

 
 

 
In the Line Manager filter enter your own Payroll Number 

 

 
Click List to list your direct reports (names will appear at the bottom left where highlighted) 

https://storycontracting-gt.coinscloud.com/GaneTime


 
 

GAN006a – GaneTime Approvers, monthly payroll 

Story Contracting - COINS – January 2022 Page 2 

 
Then to check for any overtime or allowances booked 
 

 
 

 

 
Open Worked Hours and Click on Job Booking 
 

 

 
Click on the employee’s name 
 

 

 

Check for O/T Hrs booked.  Also look out for any overtime incorrectly showing as Std Hrs.  Contact 
the Employee to amend the record before the sign off cut-off date, or this will not be paid as 
overtime. 
 

 

 
Check for days with Advanced highlighted green: hover over to see what is booked 
 

 
 
or click on the Advanced button to go through to the Advanced screen for further information 
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Advanced Job Booking for the day: 

 

 
 

 

 
Look for any Allowance ticks and if necessary check the contract assigned to the allowance by 
clicking on the A next to the tick. Also look out for any Notes in the box along side the allowances. 
 

 
At the end of the month, after you have checked all overtime and allowance bookings for your team, 
and are ready to approve - making sure you have selected your own Line Manager filter as per steps 

   above. 

 
 

 

 
Go to Payroll, Timesheet Signoff and tick the box against each individual whose timesheet you 
want to approve.  Or tick “Signoff All Eligible Employees”.   
 
Note you can only approve when the Status is Ready for Signoff. 
 

 

 
Look out for the message Unsaved changes pending as this means you need to click Update. 
 
Make sure you click Update before moving from this screen. 
 

 


