
 

Creating Excess/OT shifts 

 

• Drag the relevant shift down to the staff member. 

- If there is no unfilled duty available to drop in for the OT shift, please see the Create Additional Duties section below. 

 

• Right-click on the shift and select Assign Advanced Overtime from the drop-down menu. 

 

R 



 

• This will open a pop-up on the right-hand side. 

 

• From here, you can see the start, end, and break times of the shift itself in the Duty Times section at the top. 

 

• This information does not need manually updated – it will update automatically as the Excess/OT information is added. 

 

 

 



 

• In the Overtime Details section, first select your Overtime Type 

 

- The option for Excess is (OT) ExHrs 

 

- Select any other available option for Overtime hours 

 

 
 

 

 

NOTE: For shifts which cross over the Excess threshold into OT, these hours can both be applied in the same shift. Simply enter the 

Excess hours into Entry 1 then enter the OT hours on the next line in Entry 2. 

 



 

 

• In the Apply To section, you can choose whether the OT/Excess rates should apply: 

 

- Before or after the existing shift times (extending the total working hours of the shift by adding OT/Excess hours) 

 

- At the beginning or end of the shift times (replacing substantive hours with OT/Excess without changing the total working 

hours of the shift) 

 

- To the entire shift time 

 

 
 



 

 

 

• For any Apply To option other than Entire Shift – you will need to enter the number of hours of Excess/OT in the Overtime 

Duration field. 

 

 

 
 

 

 



 

 

• You can then select a reason from the Reason drop-down menu 

 

 
 

 

NOTE: Once you open the drop-down menu, you can start typing the reason to filter the drop-down options. 



 

• Once all this information has been entered, click OK. 

 

• The shift will now appear with an orange circle icon in the roster, and the OT hours will show in the O/T Hrs column on the right-

hand side 

 

 
 

 

NOTE: Once Excess/OT has been added to a shift, the only way to remove it is to drag the shift back up into the unfilled demand, 

where the OT will automatically be removed. It can then be reassigned to a staff member again. 



 

Create Additional Duties 

 

• On the required date, locate a shift of the same type which has already been rostered for an employee in the same team. 

 

• Right-click and select Create Additional Duty from the drop-down menu. 
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• This will open a pop-up on the right-hand side where you can select: 

 

1. how many additional duties you require 

 

2. the reason for the additional duty (drop-down menu) 

 

3. the shift type you require (drop-down menu, defaults to the type of shift selected) 

 

 

 
 

 

• Click OK to create shift 

 

 

NOTE: you will be able to adjust the shift start and end times, or move the additional demand to another date, after this point. 

 



 

• The Additional Duty will appear in the Unfilled Duties section on that date, with the red square and + sign icon 

 

• This can then be dragged down for the staff member, or if necessary, the times can be adjusted, or the demand can be moved to 

another date. 

 

 
 

NOTE: If you do not have any other staff working on the same date that you require the additional shift – you can still follow the steps 

above using a shift on a different date and then simply drag the additional shift in the Unfilled Duties section to the relevant date 

before dropping it in for the staff member. 


