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DCDS LOG ON  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

User ID --- is preset for you and is always your last name and first initial, 

unless there is more than one individual in State Government with your 

last name and first initial; then it would be your last name and first initial 

and a number.  Examples:  DOEJ or DOEJ1 

 

Password --- The first time you log on to DCDS your password will be MAINDCDS1!# .  

This password will only allow you to log in to DCDS once, so the first thing you will do in 

DCDS is to change your password to one of your choice.  The password must contain a 

minimum length between 8 and 30 alphanumeric characters.  Three of four characters 

are required: upper case, lower case, numbers and special characters ( ! # $ % & ( ) ` * 

+ , - : ; < > = ? _ )  Password is upper and lower case sensitive and will decipher 

between cases.  Passwords expire every 90 days.   

 EXAMPLE:  DCDS!123new 
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SETUP DEFAULT WORK SCHEDULE 
 

 
1. On main menu:  Click on Params.  Move cursor to Personnel Data, then click on Default 

Work Schedule (Letter F). 
 
 
 
 
 
 
 

 
 
 
2. Click on New button at bottom of the screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Dept. defaults in for you.  Enter in Agency, TKU, select Start Date, and Employee ID # and 
then click on OK. 
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4. A Detail Data window appears on the lower portion of the screen.   The hours type REG1 
will default in for you.   

 
 
 
 
 
 
 
 
 
 
 
 
 

5. Tab through and enter the hours to be worked Monday thru Friday for both weeks. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Click on the Save button. 
 

7. If you have more than one employee to enter a default work schedule for, repeat steps 2 
thru 6. 
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CHANGING DEFAULT WORK SCHEDULE 

 

 

1.  On main menu:  Click on Params.  Move cursor to Personnel Data, then click on Default 
Work Schedule (Letter F).  

 
 
 
 
 
 
 
 
 
 
 
 
 
2. Selection criteria:  Dept. defaults in for you.  Enter Agency and TKU, then click on the Select 

button.  The selection list will appear in the lower portion of the screen. 
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3. Highlight the employee whose default work schedule you wish to change and click on the 

Detail button. 
 

 
 
 
4. The Detail Data window appears on the lower portion of the screen.  Make necessary  

changes to hours and/or hours types and then click on the Save button. 
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DELETING DEFAULT WORK SCHEDULE 

1. On main menu:  Click on Params.  Move cursor to Personnel Data, then click on 
Default Work Schedule (Letter F).  

 
 

 
 
 
 
 
 
 
 
2.  Selection criteria:  Dept. defaults in for you.  Enter Agency and TKU, then click on 

the Select button. The selection list will appear in the lower portion of the screen. 
 
 

3. Highlight the employee whose default work schedule you wish to delete and click 
on the Detail button. 
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4. The Detail Data window appears on the bottom portion of the screen. 

 
 

5. Be sure that the Hours type is highlighted and click on the Delete button on the 
bottom of the screen.  Make sure to delete all the hours types if there are more 
than one.   

 

 
 

6. Click on the Save button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



- 8 - 

 
 

HELPFUL HINTS FOR DEFAULT WORK SCHEDULES 

 

Default Work Schedule Start Dates --- Start date for a new employee is 
always the first Sunday of the pay period the employee is on payroll. 
 
Do not enter default work schedules for the following: 
 PI’s (Job Shares are not considered PI’s) 
 Student Assistants 
 Per Diems 

  Monitors and Proctors 

 


