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Matrix Technical Support Mailer – 73 
C-OFF Policy Configuration in COSEC 

 
Dear Friend, 
This mailer will help you to Configure C-OFF Policy in COSEC. 
 
C-OFF stands for compensatory off, i.e. user has done Overtime and he is being 
given Compensatory Off for the same. 
 
Overtime of any User can be Authorized either as Authorized Overtime or as 
Authorized C-OFF. 
 
When User`s Overtime has been Authorized as C-OFF then he is eligible to get a C-
OFF. 
 
C-OFF Policy is available under Time and Attendance Module > Policies > C-OFF 
Policy. 
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Click on ‘+’ button to configure new C-OFF Policy. 
 

 
 
ID will be generated by the System. We just need to mention the name of the 
Policy. 
 
Enter the minimum required Overtime to be considered for C-OFF. 
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In the above scenario, if the User`s Overtime is less than 02:00 Hours then it cannot 
be Authorized as C-OFF. If Overtime is more than 02:00 Hours then only that 
Overtime can be Authorized as C-OFF. 
 
When Overtime is to be Authorized we need to mention the multiplication factor to 
be considered while Authorizing the Overtime. 
 

 
 
In this case Overtime can be Authorized as C-OFF only in the multiples of 01:00 
hour, i.e. we cannot Authorize 01:30 Hours as C-OFF. The Authorized C-OFF should 
be in the multiples of 01:00 hour. 
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C-OFF Validity type can also be chosen among Monthly, Yearly and number of days. 
 

 
 
Let us take an example to understand how the user is eligible for C-OFF  and how he 
can Avail it. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

           25/10/2014 

 

 
First of all we need to Enable Overtime or C-OFF for the User by selecting the 
appropriate option in Auto OT/C-OFF Authorization. 
 
If we want the user to be considered for only Overtime then we can select OT as 
Auto OT/C-OFF Authorization. 
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Make sure that user is assigned the intended C-OFF Policy available in User 
Configuration under T&A Tab. 
 

 
 
On 01/11/2014 user has done Extra Work. So the request for the Authorization will 
be received to the System Administrator if reporting In charge for the user has not 
been defined. Else the Authorization request will be sent to the Reporting In charge. 
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In Overtime/C-OFF Authorization, the user`s overtime can be selected and can be 
Authorized as C-OFF in terms of Number of Hours as shown. 
 

 
 
Once Overtime is Authorized it will be available under Authorized Tab. 
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Let us Apply a leave for the user in order to Avail the C-OFF. 
 

 
 
If the user is applying leave from his ESS then his application has to get the Approval 
from his Reporting In charge. But if the Application is applied from System 
Administrator`s Account, application will directly get Authorized. C-OFF hours must 
be selected for C-OFF Application under Selected C-OFF For Application 
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C-OFF for the user has been applied for the selected days. 
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Technical Support Team  
Matrix ComSec, Vadodara, India. 
E-mail: Support@MatrixComSec.com  

 
Disclaimer: The information contained in this e-mail and/or attachment may 
contain confidential or privileged information. Unauthorized use, disclosure or 
copying is strictly prohibited and may constitute unlawful act and can possibly 
attract legal action, civil and/or criminal. The contents of this message need not 
necessarily reflect or endorse the views of Matrix ComSec Pvt Ltd on any subject 
matter. Any action taken or omitted in this message is not entirely at your risk 
and the originator of this message nor does Matrix ComSec Pvt Ltd take any 
responsibility or liability towards the same. If you are not the intended recipient, 
please notify us immediately and permanently delete the message. 
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