State of CT DESPP Telestaff Job Aids

This job aid will explain how to change an approved work code back to a request pending status.

1. Locate the approved work code on either the calendar or roster.

T

LR
[] {Trocper} Trooper 1 1110 !
IE Troop D Days - 15t Shift

ed Thu
2 3
.../Troop D - N¢ .../Troop D
M CU 23:30, 9

&

10

O

2. Click on the work code and when the box appears select “edit without rules”
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3. Click on the “advance” tab.
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4. Locate the “work code status” section on the left side.
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5. Select the drop down menu and then find the option “request pending” and select it. Then hit save in
the top right corner.
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6. Now you can confirm on the calendar or roster that the code has been changed by the “*” located next

to it or clicking on the code and seeing request pending.
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