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Purpose  
 
Extra Shifts (i.e. Overtime) are essential to Scheduling.  Tracking who, when and how these shifts are assigned to the 
most qualified associate to a job is significant to the organization.   
 
In conjunction with the extra shift we must put in place certain pay codes on the schedule on that date. 
 
In the event the agency needs historical Overtime assignments in Kronos, a csv file can be submitted.  Required 
columns and layouts are on the following section.   
 
The Catchup source file will have the name OvertimeVotMot.csv and can be modified in Excel but must be uploaded 

as a Comma Delimited File to the Cloud WIM_IN\ Overtime_VOT_MOT_Import folder. 

DOP - Date that employee used the "Pass", must be manually tracked. (Kronos will not take this into account) 
(employees have one pass per quarter:  Jan-Mar, April-June, July-Sep, Oct-Dec) 
 

The Interface Overtime VOT MOT Import is adhoc, executed by the Kronos Admin only. 

The interface Overtime VOT MOT Update scans 30 days in the past and future (this a system performance 

precaution) and runs on a daily schedule.  In addition, it can be executed adhoc by the Kronos System Administrator. 
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ExtraShift-VOTMOT-import.csv 
 
This file is for a one-time historical catchup, it must be uploaded via secure FTP Kronos Cloud location. 
 

Field 
# 

Kronos Field Sample Value Derived 

1 Employee ID 1000 Unique identified for employee 

2 Employee Name Kronos, Sample 
 

3 Latest VOT Date 04/28/2020 Last Voluntary Overtime Date for the employee 

4 Latest MOT Date 05/05/2020 
Last Mandatory/Forced Overtime Date for the 
employee MM/DD/YYYY 

5 DOP 01/01/2020 Not used in Kronos, informational only 
MM/DD/YYYY 
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Schedule Planner Genie 

The Schedule Planner below displays the two custom fields (VOT Date and MOT Date) for Scheduler employees 
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Schedule Planner  
 Steps to Validate Import – MOT and VOT  

1 From the Home 
Page, click the 
Plus “+” next to 
the My 
Information 
Tab.  Next 
select Manage 
My Department 

   

2 From the 
Related items 
list, click 
Scheduler 
Planner.  When 
you want to 
view a normal 
Primary Job list 

 
3 In the Location 

Show drop-
down list, select 
a department 
from the 
Organization 
Map which will 
display 
employees for 
you to view.   In 
the screen shot 
used a Location 
Query that 
contains all 
Caroline or 
Solnit site. 
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4 In the Time 
Period drop 
down list, select 
a specific  
schedule 
period. 
Or Select the 
Start and End 
Dates. Click OK. 
Click Apply. 

 

5 Highlight the 
row of an 
associate 
 
 
The Columns 
are updated 
with the VOT or 
MOT Date 
values 
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Schedule Planner  
 

 Steps to assign – MOT and VOT  

1 Execute steps 
1-4 above 
 

     
    

2 Ensure 
Workload and 
Census are 
updated 

 

 
3 Calculate Open 

Shifts if 
necessary 
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3 Select the 
Staffing 
Assistant Tab. 
 
Select an Open 
Shift from the 
Staffing 
Assistant or the 
schedule 
Each row for a 
location 
contains the 
last name, first 
name, and job 
(in the unit)  

  

4 Add a Pay Code 
“Voluntary 
Overtime” in 
the same cell as 
the shift. 
 
Ensure the 
Override Shift 
option is 
unchecked. 
 
Click “Apply 
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5 The interface 
scans schedules 
of employees 
for the 
following pay 
codes, 30 days 
in the past and 
30 days in the 
future. It set 
VOT and MOT 
Dates to be the 
maximum date 
retrieved in the 
format of 
mm/dd/yyyy. 

Pay Codes impact VOT Date Pay Codes impact MOT Date 

Overtime Accepted Mandatory Overtime 

Overtime Refused  

Overtime Offered CPC  

Voluntary Overtime  

Could Not Contact  

 

  

 

 


