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* IMPORTANT *

HIRED FOR OVERTIME WHILE TAKING REGULAR SHIFT OFF
ON SAME DAY

Information: When you are hired for an overtime position for a future date
and you want to take your regular shift off on the same day, please enter your
leave from the ROSTER of your regular assignment. The process is the same
as entering a leave request from the calendar, but you will click on the P-Code
on your regular assignment’s roster, then click ADD on the menu that appears.
Finish filling out the form as you usually do.

You can use this method to request any day off at any time, but please
remember to do it this way SPECIFICALLY when hired for OT somewhere
else on the SAME DAY you are requesting your regular shift off.
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Impacted Applications/Services: Telestaff rosters

Action Required: Utilize the above information when requesting your regular
shift off on the same day as your scheduled overtime.

Contacts: If you have any questions, contact the TII Division using the ‘TII
Help Desk’ shortcut on your computer.

All bulletins are in the I:\Drive for your review (I:\Drive > Sheriff > OCDO
Documents > Technology, Information and Innovation Division Info >
Bulletins).



