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DISPATCHER OVERTIME LOCATION PREFERENCES 

The Hiring Rules for Dispatcher Vacancies allow for Dispatchers from other Troops to accept overtime for vacancies that 
ARE NOT at the home Troop assignment.    The location preference needs to be added for those users who want to work 
at other Troops.  Dispatchers will appear in the “Fill By Rules” list if they are signed up for availability to work AND have 
the other Troop Locations added to their preference. 

1. Navigate to the users “My Info” page 

 

2. Click on “Preference” 

 

3. Dispatchers will use the “Troop Overtime Locations” preference 

 

4. Click “+Add Set” on the right-hand side of this row 
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5. Users can now specify the dates the preference is valid for 

 

6. Click the “+” button to add the Troop Locations 
7. Click in the Box and begin typing the Troop Locations that the Dispatcher wants to work in 

 

8. You can type % to get all the options in the drop down 

 

9. You can add multiple Troop Locations in this preference 
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Updating Your Contact Information 
1) To update your contact information in Telestaff do the Following: 

a. Log into Telestaff 
b. Go to My Info by clicking the link at the top of the screen 

  
c. Scroll to the bottom left of the Information screen where you will see Contact 

Methods 

 
d. Enter up to 4 contact methods. First choose the Type 

 

Updated 10/20/2020 CSP Dispatcher Job Aid Manual Manual Page #9



 State of CT DESPP Telestaff UAT Job Aids 

 

2 | P a g e  
 

e. Then enter the number and/or email for the type(s) you have chosen 
 

f. If you want the system to text you at a particular number, you must enter the 
country code (e.g. +1) and select the sms check box 

 
g. Select Save in the upper right hand corner 

 
h. If you have selected the sms option, you will see Verify appear under the number. 

Select Verify and Telestaff will send you a text message to verify that this is an 
active number 

 
i. Save after any changes that you make.  
j. Your information is not updated in Telestaff which will contact you in the order 

that you have indicated. Please note that while you may enter up to 4 contact 
methods, you are not required to do so. You must enter at least one contact 
method, however.  
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This job aid will explain the work code abbreviations an employee ma see on his/her personal calendar. 

 

Name Abbreviation Type 
Administrative Suspension 29 ASUS Working 
Bid Leave 50 BIDLV Signup 
Canceled Special Duty With Pay 51 CANCEL Working 
Canceled Special Duty Without Pay 52 CANCELWOP Working 
Comp Earned 97 CE Working 
Comp Used 18 CU Non Working 
Day off Owed for Transfer 114 DOWT Non Working 
DB On-Call 115 DBONCALL Working 
Dignitary Escort/Detail 26 DE Working 
DOC Refusal Penalty - M 112 DRFPEN Working 
Extended Shift Overtime Comp 86 ESOVTC Working 
Extended Shift Overtime Pay 24 ESOVT Working 
Flex Shift Adjust 116 ADJ Working 
Full Suspension 39 FSUS Non Working 
HCP Placeholder 21 HCPPLC Working 
HCP Shift Conflict 47 HCPSC Working 
HCP Trade Off 106 HCPTOff Non Working 
HCP Trade Worked 107 HCPT.W Working 
Holiday Comp Earned 91 HCE Working 
Holiday Comp Used 3/4 Shift 64 HCU.75 Non Working 
Holiday Comp Used 3/4 Shift 9.25hr Front 105 HCU.75Fx Non Working 
Holiday Comp Used 3/4 Shift 9.25hrs 82 HCU.75x Non Working 
Holiday Comp Used 3/4 Shift 9.25hrs Back 104 HCU.75Bx Non Working 
Holiday Comp Used 3/4 Shift Back 103 HCU.75B Non Working 
Holiday Comp Used 3/4 Shift Front 102 HCU.75F Non Working 
Holiday Comp Used Full Shift 41 HCU Non Working 
Holiday Comp Used Full Shift 9.25hrs 83 HCUx Non Working 
Holiday Comp Used Half Shift 62 HCU.5 Non Working 
Holiday Comp Used Half Shift 9.25hrs 84 HCU.5x Non Working 
Holiday Comp Used Half Shift Back 101 HCU.5B Non Working 
Holiday Comp Used Half Shift Front 100 HCU.5F Non Working 
Holiday Comp Used Quarter Shift 63 HCU.25 Non Working 
Holiday Comp Used Quarter Shift 9.25hrs 85 HCU.25x Non Working 
Holiday Comp Used Quarter Shift Back 99 HCU.25B Non Working 
Holiday Comp Used Quarter Shift Front 98 HCU.25F Non Working 
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Holiday On a Holiday 43 HOL Non Working 
Holiday on Day Off Earned 42 HXCE Non Working 
Holiday Worked 28 HWCE Working 
Holiday Worked With Pay 53 HWPY Working 
Involuntary Troop Overtime Comp 87 IOVTC Working 
Involuntary Troop Overtime Pay 23 IOVT Working 
Jury Duty 9 JD Non Working 
Light Duty 27 LD Working 
LV Block 68 LVB Non Working 
LV Intermittent 69 LVI Non Working 
Military Leave - Active Duty 11 MIL-AD Non Working 
Military Leave - Active Duty Earned 94 MLADE Working 
Military Leave - Drills 92 MIL-D Non Working 
Military Leave - Drills Earned 95 MLDE Working 
Military Leave - Training 93 MIL-T Non Working 
Military Leave - Training Earned 96 MLTE Working 
Move RDL Off 49 RDLOff Non Working 
Move RDL On 48 RDLOn Working 
OPA Placeholder 20 OPAPLC Working 
OPA Trade Off 108 OPATOff Non Working 
OPA Trade Worked 109 OPAT.W Working 
Overtime - Comp 1.0x 54 OVT.C1.0 Working 
Overtime - Comp 1.5x 31 OVT.C1.5 Working 
Overtime - Dispatch 30 OVT.D Working 
Overtime - Pay 1.5x 90 OVT.P1.5 Working 
Penalty - Overtime 55 POT Working 
Penalty - Special Duty 8 PSD Working 
Personal Leave 3/4 Shift 61 PL.75 Non Working 
Personal Leave 3/4 Shift 9.25hrs 81 PL.75x Non Working 
Personal Leave Earned 88 PLE Working 
Personal Leave Full Shift 38 PL Non Working 
Personal Leave Full Shift 9.25hrs 80 PLx Non Working 
Personal Leave Half Shift 59 PL.5 Non Working 
Personal Leave Half Shift 9.25hrs 79 PL.5x Non Working 
Personal Leave Quarter Shift 60 PL.25 Non Working 
Personal Leave Quarter Shift 9.25hrs 78 PL.25x Non Working 
Regular 1 REG Regular Duty 
Sick Earned 16 SE Working 
Sick Leave 3/4 Shift 67 SL.75 Non Working 
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Sick Leave 3/4 Shift 9.25hrs 74 SL.75x Non Working 
Sick Leave Full Shift 7 SL Non Working 
Sick Leave Full Shift 9.25hrs 75 SLx Non Working 
Sick Leave Half Shift 65 SL.5 Non Working 
Sick Leave Half Shift 9.25hrs 76 SL.5x Non Working 
Sick Leave Quarter Shift 66 SL.25 Non Working 
Sick Leave Quarter Shift 9.25hrs 77 SL.25x Non Working 
Signup Special Duty AM 36 SUSAM Signup 
Signup Special Duty Full Day 35 SUS Signup 
Signup Special Duty PM 37 SUSPM Signup 
Signup Troop Full Day 6 SUT Signup 
Special Assignment 25 SA Working 
Swap Off 4 SWAPOFF Non Working 
Swap Off Same Day 117 SWAPOFFSD Non Working 
Swap Worked 3 REG.SWAPW Working 
Training 22 TRN Working 
Travel 46 TA Non Working 
Troop Overtime Comp 89 OVTC Working 
Troop Overtime Pay 2 OVT Working 
Unauthorized Leave 44 UAL Non Working 
Union Business Leave 45 UBL Non Working 
Vacation 3/4 Shift 58 VAC.75 Non Working 
Vacation 3/4 Shift 9.25hrs 70 VAC.75x Non Working 
Vacation Earned 13 VE Working 
Vacation Full Shift 5 VAC Non Working 
Vacation Full Shift 9.25hrs 72 VACx Non Working 
Vacation Half Shift 56 VAC.5 Non Working 
Vacation Half Shift 9.25hrs 71 VAC.5x Non Working 
Vacation Quarter Shift 57 VAC.25 Non Working 
Vacation Quarter Shift 9.25hrs 73 VAC.25x Non Working 
Workmans Comp 40 WC Non Working 
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