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Employee - Completing a Telework Agreement

1.	On the Employee Main Menu, click Telework Agreement in the Telework Section.
2.	Click Add New Agreement.
3.	Complete the Telework Agreement. Sections with Asterisks are required.
4.	Click Submit.
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Supervisor - Approving/Denying a Telework Agreement

1.	On the Supervisor’s Main Menu, click Employee Telework Agreements, in the 
Telework Section.

2.	Click Pending in the Status Section.
3.	Complete the Requirements Checklist section of the Agreement.
4.	Click Approve or Deny. All sections with Asterisks must be completed.


