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INTIAL SETUP

RECOMMENDATION

The BEST FORM OF NOTIFICATION is to download the APP and get PUSH NOTIFICATIONS.

e

A
3 eacking 3 . D ETA I L ‘ i{%‘

@) TRACKING SYSTEM

el

MAIN MENU Assignment Search. '1567' O

MY DASHBOARD

DETAIL BOARD (8)
OVERTIME BOARD (7)

BID FROM CALENDAR (15)
MY BIDS (7)

MY CALENDAR

MY INFO

MY SLIPS (1

MY INCOME REPORT
OVERTIME REQUEST
LEAVE REQUEST

DTS ANNOUNCEMENTS
DEPT. CALENDAR

HOURS TRANSACTION LOG
DEPT. HOURS LIST
POLICIES & COMPLIANCE
VIEW MOBILE MODE

LOGOUT

STS EMPLOYEES (7

(
]
0
%
®
N
o
w
§
N
~

Goto

Then MY INFO

UPDATE MY ACCOUNT INFORMATION

LAST NAME:

1
I
[m

Update Contact Information.

FIRST NAME:

FULL ADDRESS:

HOME PHONE

MOBILE PHONE:

This information can be updated
at any time.

Add an EMAIL ADDRESS

PRIMARY EMAIL: (

(in certain cases mlemenager@wellesleyma.gov s your login username)

EMAIL NOTIFICATION (test)

SECONDARY EMAIL:
EMAIL NOTIFICATION (test)

MOBILE CARRIER
required for sms notificafions.

IVEr'izan V]

UPDATE MY ACCOUNT

It is important to have an email
address on file for certain
notifications.

Select to change your password.

UPDATE PASSWORD (

Version 5.0

UPDATE PASSWORD FOR MICHAEL (782) LEMENAGER
Passwords cannol be retrieved You can only update or creale a naw one

please type in a password of your choice and click save.

UPDATE PASSWORD

1|Page




BASIC USERS

MOBILE VIEW = BATCH BID ASSIGNMENTS = AVAILABILITY = VENDOR PREFERENCE ®* NOTIFICATIONS SETTINGS

OFFICER DASHBOARD 0

MY ASSIGNMENT INCOME REPORT MY METRICS & STATS  VIEW LISTS

Your List Pesition by Hours

. ours
DETAIL N
2 OVERTIME
=
&2 FORCED
5
OUT OF TOWN
LEAVE BALANCES -
BALANCES
TIME FY21 I Hours
4 DAY OWED FY21

s PERSONAL DAY Fy21
g SICK

VACATION FYZ1

0 50 100 150 200
LEAVE REQUEST 0 | LEAVE REQUEST MULTIO | LEAVE HISTORY REPORT | SWAP REQUEST

Once you logon you’ll be on the
MY DASHBOARD page.

To get back to this page at anytime
Select
Then MY DASHBOARD

From the MY DASHBOARD YOu can:

BATCH BID ASSIGNMENTS: This is the option where you
can mass bid on all available OT and Details by

BATCH BID ASSIGNMENTS. .

Batch bidding allows you o place & bid on muipla assignments at one fimel

CLICK TO BATCH BID ASSIGNMENTS

checking off the items you want to bid on and then
submitting the bids all at once.

AVAILABILITY {autobid) N

Creating an availability window will allow the system to place a bid on your bahalf if an assignment enters the system that
fits your availabity. An email will be e 10 you when an autobid is placed giving you the opportunity 1o remove that bid.

YOUR DETAIL AVAILABILITIES

YOUR OVERTIME AVAILABILITIES

AVAILABILITY (AUTOBID): This is the option where
you can set your AUTOBID for when you want DTS to
bid on your behalf. Use Caution this feature will assign

VENDOR PREFERENCE LIST a

Yau can create a vendor restricled list of your choice to further control your asap communicalions and assignment views

Receive notifications from vendors of your choice also removing your restricted vendors from the assignment view and only
seeing what you are interested in

VIEW / CREATE VENDOR PREFERENCE LIST

you ANY detail in that time block (i.e. 4 hour job).
You’ll receive an email with any AUTOBID giving you
the chance to remove the bid before it closes.

VENDOR PREFERENCE LIST: This is the option where

YOUR NOTIFICATION SETTINGS a

NOTIFICATION TYPE STATUS

ASAP DETAIL NOTIFICATIONS on ~
ASAP OVERTIME NOTIFICATIONS on v
MOBILE PUSH ALERT - DTS app installed! TEST PUSH

"RIMARY EMAIL NOTIFIGATIONS on v
SECONDARY EMAIL NOTIFICATIONS on -

VOICE CALL NOTIFICATIONS

TEXT / SMS NOTIFICATIONS
*sms has about a 50% deliverabily. W highly recommend the DTS Mabile App PUSH Alerts.

SAVE NOTIFICATION SETTINGS

you can set your vendor preference list to help control
ASAP communications.

NOTIFICATION SETTINGS: This is where you can
control the methods in which you are notified.

NOTIFICATION TIME: The ability to silence notifications
during a time period everyday (i.e. 2200-0600).

CLOTHING AND CLEANING ALLOWANCE: The ability
to track clothing and cleaning allowances.

NOTIFICATION TIMER -

Create a nolification timer 1o silence your notificabons at a certain time and then have them tur back on at anather time
EXAMPLE: ANl Notifications off at 2200 and turned back on at 0600 every day.

= 1o timer on file

silence@ | 0000 v on@ 0000 v | ADD TIMER

CLOTHING AND CLEANING ALLOWANCE -

BALANCE: $6.80

Version 5.0 2|Page



HOW TO BID ON A JOB

This is the option where you can mass bid on all available OT and Details by checking off the items you
want to bid on and then submitting the bids.

BATCH BID ASSIGNMENTS

Batch bidding allows you to place a bid on multiple assignments at one time!

CLICK TO BATCH BID ASSIGNMENTS

You select the check boxes next to the OT Shifts or Details you wish to bid on.

You then select SUBMIT BIDS located on the top of the page. Anything that appears eressed-out
indicates you have already bid on that assignment or are not eligible.

AlD:46765

DETAIL S OPEN FOR BIDDING

| SUBMIT BIDS |

5/28/2019 8:00:00 AM Patrol Shift OT

Place a check mark next to each assignment you want fo bid then click the "SUBMIT BIDS" button.

,  Hoore 0 o VERTIME OVERTIME 5/22/2019 3:00:00 P view
AID.46784 z'i:jr?g ;Iiit[:; A g:fEeR”T"I:’Er Shif o7 OVERTIME 5/24/2019 3:00-00 PM view
AID:45530 :‘rlﬁfoa:i:ﬂ?m gt‘;;:il:ﬂ"é Shirt o1 OVERTIME 5/2212019 3:00:00 PM view
AlD:45531 :"i"js:j;;:igig: A gﬁgi:fé ShiftoT OVERTIME 5R22019 30000PM  view

After select submit you’ll be redirected to the MY BIDS page where you can adjust your preferences. 1

being your first choice, 2 being your second ...

so on and so forth

It is recommended that if you rearrange your bids that you renumber them ALL at the same time.

MY BIDS - LEMENAGER, MICHAEL (782)

SAVE PREFERENCES

Supervisor Shift OT
OVERTIME

FEENEY BROTHERS EXCA
Walnut St. @ Washington St.

FRIDAY
4/16/2021 0800-1600

MONDAY
3/8/2021 0700-1530

Supervisor Shift OT WEDNESDAY
3/15/2021 @1130
QOVERTIME 4/14/2021 0800-1600 e
Supervisor Shift OT THURSDAY
2 OVERTIME 4/15/2021 0800-1600 9ns/2021 @130

3/16/2021 @1130

3/7/12021 @1500

X K X X

N

Version 5.0
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OPTION 2: DETAIL BOARD / OVERTIME BOARD

You can see detailed information about available OT and Details and bid on them individually.

Select
Then DETAIL BOARD Or  OVERTIME BOARD
MY DASHBOARD AID:253543 | WELLESLEY MUNICIPAL LIGHT PLANT | VARIOUS LOCATIONS -

DETAIL BOARD (8)
OVERTIME BOARD (7)

BID FROM CALENDAR (15)
MY BIDS (7)

MY CALENDAR

MY INFO

MY SLIPS (1)

MY INCOME REPORT
OVERTIME REQUEST
LEAVE REQUEST

DTS ANNOUNCEMENTS
DEPT. CALENDAR

HOURS TRANSACTION LOG
DEPT. HOURS LIST
POLICIES & COMPLIANCE
VIEW MOBILE MODE

LOGOUT

EDIT AUTOMATE

DETAIL INVOICE

CLONE DELETE DEL GROUP TRIGGER NOTIFICATIONS

EOERDODE E

CLICKTO PLACE ABID

AID HIST. ATTACH BIDS SIG SLIP

Bid Time Left: 02 days 14:09:18 2Total Bid(s)

AWARD NOW

VENDOR:

TOWN
ASSIGNMENT ID:
DURATION HRS:
CHARGED HRS:
CHARGE LIST:
LOCATION:
ACTIVITY:
CRUISER:

SHORT NOTICE:
BID OPEN:

BID CLOSE

TIER RESTRICTIONS:
POSTED BY:
SIGNATURE BY:
INVOICE NUMBER:
PAYROLL REPORT.
STATUS:

ASSIGNMENT DATE TIME:

WELLESLEY MUNICIPAL LIGHT PLANT
MONDAY 3/8/2021 0830 - 3/8/2021 1430
WELLESLEY

253543

6.00

8.00

VARIOUS LOCATIONS
TRAFFIC
NO

3/3/2021 @0000

3/712021 @1500

OPEN TOALL TIERS

LEMENAGER MIKE (782) 1/30/2020 @1819
UNSIGNED

NA

NOT YET PROCESSED

OPEN

Select on any assignment you want to work.

on the Next Screen.

You are bidding on this assignment.
To proceed please click the "confirm"” button below.

WELLESLEY MUNICIPAL LIGHT PLANT
Various Locations

Traffic

(S)Monday 3/8/2021 8:30:00 AM
(E)Monday 3/8/2021 2:30:00 PM

DETAIL
ASSIGNMENT ID: 253543

POSTED BY.
LEMENAGER MIKE (782)
113012020 6.19.46 PM

Duration: 6 Hours 0 minutes

Bid opened on: 3/3/2021
Bid closes on: 3/7/2021 3:00:00 PM

CONFIRM BID

After you confirm the bid you’ll be redirected to the MY BIDS page where you can adjust your

preferences. 1 being your first choice, 2 being your second...

so on and so forth

MY EIDS - LEMENAGER, MICHAEL (782)

SAVE PREFERENCES

Supervisor Shift OT
OVERTIME

Suj
OVERTIME
Supervisor Shift OT

OVERTIME

FEENEY BROTHERS EXCA
Wainut St. @ Washington St.

WEDNESDAY

1@
411472021 08001600 oz @ x 4
THURSDAY .
4/15/2021 0800-1600 A x Q
FRIDAY

3/15/2021 @130

4/16/2021 0800-1600 e x &
MONDAY 3/7/2021 @1500 X qQ

3/8/2021 0700-1530

Version 5.0
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OPTION 3: BID FROM CALENDAR

This is an option where you can see and bid on available OT and Details on a monthly calendar.

e DETAIL

TRACKING SYSTEM

ZaNNNNNN N Select the month o
© elect the mon ou want to view

L Select Calendar on the top of any page.

March 2021 () .

Wonduty W overtime [ detail

ALL EMPLOYEES v ALSHIFTS v/ ALLGROUPS v ALLPAYCODES v ALLACTIVITY v ALLBEATS v ALLVEHICLES v

e (s G Select OPEN FOR BID
ovenroren ] <
__—____ A monthly calendar will be populated with
available shifts and details. Each time you
change the month you’ll need to select OPEN
FOR BID again to populate the calendar.

1600-003

/AID:253543 | WELLESLEY MUNICIPAL LIGHT PLANT | VARIOUS LOCATIONS .

U N IR EE—— Click on any posted OT Shift or Detail on the calendar for

more information or to place a bid. You’ll be able to bid on
- D . . n n E the item in the same manner as previously mentioned in

DETAL NVOIGE AD ST ATTAGH CLICKTO PLAGE ABID

Bid Time Left: 02 days 14:09:18 2 Total Big(s) optlon 2.
VENDOR WELLESLEY MUNICIPAL LIGHT PLANT
ASSIGNMENT DATE TIME MONDAY 3/8/2021 0830 - /612021 1430
TOWN WELLESLEY
ASSIGNMENT ID: 253843
DURATION HRS: 600
CHARGED HRS: 800
GHARGE LIST
LOCATICN VARICUS LOGATIONS
ACTIVITY. TRAFFIC
CRUISER NG
SHORT NOTICE
BID OPEN. 30372021 @0000
BID CLOSE 3712021 @1500
TIER RESTRIGTIONS: OPEN TOALL TIERS
POSTED BY. LEMENAGER MIKE (782) 1/30/2020 @1818
SIGNATURE BY: UNSIGNED
INVOICE NUMBER: NA
PAYROLL REPORT: NOT YET PROCESSED
STATUS OPEN

Version 5.0 5|Page



HOW TO REQUEST OVERTIME

The overtime request feature is utilized to request overtime that was not previously awarded from bidding

(Investigation, Complete Reports, Training, etc.).

LEAVE BALANCES

BALANCES

COMP TIME FY21
DAY OWED FY21
PERSONAL DAY FY21
SICK

VACATION FY21

Leave Banks

From the main DASHBOARD select

OVERTIME REQUEST 0

50

100

150

I Hours

200

OVERTIME REQUEST 0

The EMPLOYEE OVERTIME REQUEST page will appear.

EMPLOYEE OVERTIME REQUEST

OVERTIME START DATE
03/05/2021 (u]
OVERTIME START TIME

o000 -

o 00

REASON FOR REQUEST OVERTIME NOTES:

HOURS OF OVERTIME ARE YOU REQUES
nutes.

STING?

SUBMIT OVERTIME REQUEST

Select Your Supervisor: The DTS OIC on duty
and selected supervisor will be notified.

Select Compensation Type: Select between
overtime_pay and comp_time. This can not be
changed at slip signing like award overtime.

Select Overtime Type: Select the overtime type
requested. A supervisor can change the overtime
type at approval if you select the wrong type.

Overtime Start Date and Time: Date and start
time of overtime worked.

Hours Requested: Hours worked in Hours and
Minutes.

Activity Code: Most likely the same as the
overtime type (i.e. Investigation, Field Training,
etc) or case number.

Reason: Place the case number for an

investigation or details of the training/assignment.

Once the request is approved, you’ll be notified and then be able to sign the DTS electronic slip.

EMPLOYEE OVERTIME REQUEST

YOU CURRENTLY HAVE 1 OVERTIME REQUESTS PENDING A SUPERVISOR APPROVAL.

STATUS START END HOURS
overtime_pay

Case # 21-1.AC

3i3/2021 0930 3/3/2021 1130 2.00 3/5/2021 1:12:10 AM

pending

SESMITER SN m

You can delete a request if withdraw request is selected under ACTIONT

Version 5.0
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OTHER FEATURES

MY BIDS

Under the my bids section you will see all your current bids. You can withdraw the bid, view who else
bid and change your bid prefences.

RECOMMENDATION

It is recommended that if you choose to re-number your bids

To get to this page at anytime

Select that you re-number them ALL at the same time before
selectina SAVE PREFERNCES.
Then — ny BiDs
MY BIDS - LEMENAGER, MICHAEL (782) -

SAVE PREFERENCES

To WITHDRAW A BID

Supervisor Shift OT
OVERTIME

Suy|

OVERTIME

Supervisor Shift OT
QVERTIME

WEDNESDAY
4/14/2021 0800-1600

THURSDAY
4/15/2021 0800-1600

FRIDAY
4/16/2021 0800-1600

-_m5-

31162021 @130

3/15/2021 @1130

X q

x @_]

3152021 @1130

—&——+—>» CLICK X

To VIEW BIDS

—> CLICK MAGNIFY GLASS

To CHANGE BID PREFERENCE

RE-NUMBER BIDS 1 being your first choice 2 being your second ... THEN CLICK

HOW TO VIEW IF AN ITEM HAS BIDS

ASSIGNMENT ID: 253542 -

From the Detail Board or Overtime Board

You can select Total Bid(s) \

You’ll then see who has Bid on the il
assignment as well as see their current
hours, seniority date*, date of bid and bid
preference.

EDIT AUTOMATE CLONE

AID HIST

DELETE DEL GROUP TRIGGER NOTIFICATIONS AWARD NOW

DETAIL INVOR) ATTACH 8IDS SIG SLIP CLICK TO PLACE ABID

Bid Time Left: 02 days 13:22:56_ 4 Total Bid(s)

VENDOR:

ASSIGNMENT DATE TIME:
TOWN: WELLESLEY
ASSIGNMENT ID: 253542
DURATION HRS: 8.50

FEENEY BROTHERS EXCAVATION LLC
MONDAY 3/8/2021 0700 - 3/8/2021 1530

BIDS for Assignment ID 253542

mm TIE BREAKER OFFICER / DISPATCHER DATE OF BID m

LEMENAGER MICHAEL (782)

72.00 10/3/2010 3/4/2021 11:43:41 PM

Sergeant

1 84.00 3/25/2018 TSRO eI () 3/3/2021 10:35:55 PM 3
Patrolman

1 136.00 5/23/2015 KNAPP,MARK (2200) 3/3/2021 2:30:43 AM 3
Patrolman
ROSENBERG,EVAN (521)

1 160.00  3/23/2009 Patrolman 3/4/2021 6:44:57 PM 3

Comp Time FY21 3/8/2021 0700-08300n duty 3/8/2021 0000-0700

*Date of hire for officers hired on the same day may be altered by a few days to reflect their current seniority order from coin flip etc.

Version 5.0 7|Page



MOBILE VIEW

WELLESLEY POLICE DEPARTMENT

i

oA

DETAIL BOARD (12)

ASSIGNMENT SLIPS

YOUR DTS STATS

DETAIL PAY 2021

CLOTHING ALLOWANCE

LEAVE REQUEST FORM

SWAP REQUEST FORM

SELF SWAP REQUEST FORM

TRACKING SVSTEM

OVERTIME BOARD (7)

—
CEEE

MY ASSIGNMENTS (872)

MONTH VIEW

OVERTIME REQUEST FORM (0 pending)

POLICES & COMPLIANCE

CLOTHING ALLOWANCE VOUCHER

0IC ON DUTY:
LEMENAGER, MILHALLH&I'

maob

SEND OIC PRIVATE MESSAGE

POLICE DETAIL TRACKING SYSTEM

You can bid & view the DETAIL BOARD and OVERTIME BOARD
as well as use many of the other DTS features.

However some features are best used under the desktop mode
which can also be viewed from your mobile device.

To switch to desktop mode from MOBILE

1. Select Menu

DETAIL AVAILABILITY WELLESLEY POLICE DEPARTMENT

75 165'

VAILABILITY
tmcxluc STSTEM
IIIIIIIIIIIII
Mobile F lice Logistics System

LABILITIES

)

'OVERTIME BOARD (7)

DETAIL BOARD (12)
DEPT. CALENDAR

UPDATE MY INFO

DA
UPDATE ASSIGNMENT SLIPS MY ASSIGNMENTS (872)
o MONTH VIEW
All bIgs Gaptured
YOUR DTS STATS
MUTUAL AID HUB TR ILOTENEE e
OUT OF TOWN HOURS 0.00
QOVERTIME HOURS 66.50

10N TIMER

DESKTOP MODE

2. Select DESKTOP MODE from the drop down

[] DESKTOP MODE

Version 5.0 13| Page



	DTS_Guide_5.0
	DTS UserGuide Setup-dashboard-overtime bid
	DTS Mobile View

