USDA Employee webTA Telework

Slide 1 - Learning Objectives

Telework

Learning Objectives

In this lesson, you will learn about:
« Submitting Telework Agreements

 Submitting Telework Requests

Slide notes

Welcome to the webTA for Employees training course. Please review the objectives listed here and
when you are ready to continue, select the Next button.
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* WEBTA mmﬂ Inbox [0] | Settings | Help | Loy OQut

Employee Main Menu

Time Accounting
Tirmesheet Accounts

Timeshest Summary
Schedule
Frocessed Timesheets
Schedule Assignment
Leave Requests
Shifts
Premium Pay Reguests

7 Schedule Templates
Daollar Transaction Reguests

Leave Balances Messages

Schedule Send Message To Timekeeper
e Send Message To Superdsor

Repaorts Leave Transfer Program
e Leave Donations

Telework Requests Emergency Contacts

Telewark Agreements My Contacts

Continuation of Pay (COP)
COP Events

Slide notes

A new feature in webTA is the ability to manage Employee Telework Agreements and Requests. In
order to use telework functionality in webTA, an employee must be flagged as Telework Eligible. If you
recall, this was located in the Telework section of the Settings. Let's take a look. Select next to continue.
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Inbox [0] |[Settings ' Help | Log OQut

Employee Main Menu

Time Accounting
Tirmesheet Accounts

Timeshest Summary
Schedule
Frocessed Timesheets
Schedule Assignment
Leave Requests
Shifts
Premium Pay Reguests

7 Schedule Templates
Daollar Transaction Reguests

Leave Balances Messages

Schedule Send Message To Timekeeper
e Send Message To Superdsor

Repaorts Leave Transfer Program
e Leave Donations

Telework Requests Emergency Contacts

Telewark Agreements My Contacts

Continuation of Pay (COP)
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WEBTA” topioyee

Inbox [0] | Settings | Help | Loy OQut

Employee Profile » DAVIS, BEN

Settings » ltems marked with an asterizsk* are required.
Licenses User ID
Calendars First Name:
Middle Name:
Raoles Last Name:
Timeshest Details Employee ID:
Timesheet Profile E Auth Internal ID:
Telewark Active:
Essential:

* Supervisor:
Timekeeper:

* QOrganization:
E-Mail Address:
Timezone:

Start Page:
POl
Override EmpowHR Supervisor Assignment:

: BDAVIS

BEM

DAYIS

ROBINSON, WWILLIAM

HARRIS, DANIEL

NRCS 01 00 0000 00 00 00 00

bdavis@usda.gov

GWT -5:00 Eastern Time (U3 & Canada), Bogota, Lima

HighestRole
45815

Slide notes

Next, let's select the Telework link. Select next to continue.
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WEBTA” topioyee

Employee Profile » DAVIS, BEN

Timesheet Profile

Settings » ltems marked with an asterizsk* are required.

Licenses User ID

Calendars First Matiia:
Middle Name:

Raoles Last Name:

Timeshest Details Employee ID:

E Auth Internal 1D:

Essential:

* Supervisor:
Timekeeper:

* QOrganization:
E-Mail Address:

Timezone:

Start Page:
POl
Override EmpowHR Supervisor Assignment:

: BDAVIS

BEM

DAYIS

ROBINSON, WWILLIAM

HARRIS, DANIEL

NRCS 01 00 0000 00 00 00 00

bdavis@usda.gov

GWT -5:00 Eastern Time (U3 & Canada), Bogota, Lima

HighestRole
45815

Inbox [0] | Settings | Help | Loy OQut

Slide notes
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I:I ™
° WEBTA Employee Inbox [0] | Settings | Help | Log Out

Telework » DAVIS, BEN

Settings

Licenses Telework Status

Calendars Telework Eligible: [7]
Telework Agreement

Raoles

Timeshest Details Telework Ready:

Timesheet Prafile Regular/Routine:

Telework » Situational/Ad Hoc:

Agreement Status:
Agreement Start:
Agreement Expires:

Do Not Delete Expired Agreements: []

Save

Slide notes

Here, we can see that the employee is Eligible, which allows us to submit a Telework Agreement, and
then Telework Requests. Let's return to the Main Menu. Select next to continue.
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FWEBTA” i

Inbox [0] | Settings | Help | Loy OQut

Telework » DAVIS, BEN

Settings

Licenses Telework Status

Calendars Telework Eligible: [7]
Telework Agreement

Raoles

Timeshest Details Telework Ready:

Timesheet Profile
Telework » Situational/Ad Hoc:

Regular/Routine:

Agreement Status:
Agreement Start:

Agreement Expires:

Save

Slide notes
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Employee Main Menu

Time
Timesheet
Timeshest Summary
Frocessed Timesheets
Leave Requests
Premium Pay Reguests
Daollar Transaction Reguests
Leave Balances

Schedule

Reports
Repaorts

Telewark
Telework Requests

Telewark Agreements

COP Events

“WEBTA" gz

Inbox [0] | Settings | Help | Loy OQut

Continuation of Pay (COP)

Accounting

Accounts

Schedule
Schedule Assignment
Shifts

Schedule Templates

Messages
Send Message To Timekeeper

Send Message To Superdsor

Leave Transfer Program

Leave Donations

Emergency Contacts

My Contacts

Slide notes

Once an employee is eligible for Telework, they must have an approved Telework Agreement. Let's
take a look at how to do this now, by selecting the Telework Agreements link. Select next to continue.
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Inbox [0] | Settings | Help | Loy OQut

Employee Main Menu

Time Accounting
Tirmesheet Accounts

Timeshest Summary
Schedule
Frocessed Timesheets
Schedule Assignment
Leave Requests
Shifts
Premium Pay Reguests

7 Schedule Templates
Daollar Transaction Reguests

Leave Balances Messages
Schedule Send Message To Timekeeper
e Send Message To Superdsor
Repaorts Leave Transfer Program
e Leave Donations
Telework Requests Emergency Contacts
| Telework Agreements 1 hty Caontacts
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I:I ™
* WEBTA mmﬂ Inbox [0] | Settings | Help | Loy OQut

Erployee Main Menu =

Telework Agreements

Agreement Agreement

Status Regular Situational Start Expire

Mo results

Add New Agreemem-'

| Cancel

Slide notes

Any existing Agreements would be listed on this page. In this case, there are no existing Agreements,
so let's create one by selecting the Add New Agreement button. Select next to continue.
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“WEBTA" gz

Inbox [0] | Settings | Help | Loy OQut

Erployee Main Menu =

Telework Agreements

Status Regular Situational

Mo results

[ | |

| Cancel

Agreement

Slide notes
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I:I ™
* WEBTA mmﬂ Inbox [0] | Settings | Help | Loy OQut

Erployee Main Menu = Telework Agreements =

Pending Approved  Denied  Terminated

Telework Agreement

m

ftems marked with an asterizk* are required.

Agency Guidelines

Although entering into the telework arrangerent is voluntary, once the employee is under such an arrangement, he or she may be required to telework outside of his or
her normal telewaork schedule in the case of a temporary emergency situation, inclement weather, pandemic, etc. While the agreement is voluntary, the agreerment can
be modified or terminated by management or employee at any time.

Continuity of Operations (COOP) Plan and Emergency Preparedness Plan members rust be prepared to telework at any time, as directed by management.
Departrmental and Agency Telework Policies

Internet and E-Mail Security Paolicy

Employee Information

Employee: DAVIS BEM - BDAVIS
Essential:
Medical Accommodation:

Telework Type

Regular/Routine: [
Situational/Ad Hoc: [¥]

Agreement Dates
* Agreement Start:

Agreement Expires:

Primary Telework Location

@ Home
) Satellite Office
Telework Center

Slide notes

Here, we see the Telework Agreement form. Note the Agency Guidelines at the top of the page. Also
note the links for the Telework and Internet and Email Security immediately below the Guidelines. Next,
is the Employee Information. The Essential Checkbox is managed by the HR department, but
employees have the ability to select Medical Accommodation, if applicable.

Next, we see the Telework Type. You must select either Regular/Routine or Situational/Ad Hoc as your
Telework Type in order to submit the Agreement. In this example, we are going to select Situational.
Select next to continue.
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I:I ™
* WEBTA mmﬂ Inbox [0] | Settings | Help | Loy OQut

Erployee Main Menu = Telework Agreements =

Pending Approved  Denied  Terminated
Telework Agreement —0 O O g

m

ftems marked with an asterizk* are required.

Agency Guidelines

Although entering into the telework arrangerent is voluntary, once the employee is under such an arrangement, he or she may be required to telework outside of his or
her normal telewaork schedule in the case of a temporary emergency situation, inclement weather, pandemic, etc. While the agreement is voluntary, the agreerment can
be modified or terminated by management or employee at any time.

Continuity of Operations (COOP) Plan and Emergency Preparedness Plan members rust be prepared to telework at any time, as directed by management.
Departrmental and Agency Telework Policies

Internet and E-Mail Security Paolicy

Employee Information

Employee: DAVIS BEM - BDAVIS
Essential:
Medical Accommodation: []

Telework Type

Regular/Routine: [7]
Situational/Ad Hu

Agreement Dates
* Agreement Start: <

Agreement Expires: »
Primary Telework Location
@ Home

Satellite Office
Telework Center

Slide notes
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I:I ™
* WEBTA mmﬂ Inbox [0] | Settings | Help | Loy OQut

Erployee Main Menu = Telework Agreements =

Pending Approved  Denied  Terminated

Telework Agreement 2 : o—

m

ftems marked with an asterizk* are required.

Agency Guidelines

Although entering into the telework arrangerent is voluntary, once the employee is under such an arrangement, he or she may be required to telework outside of his or
her normal telewaork schedule in the case of a temporary emergency situation, inclement weather, pandemic, etc. While the agreement is voluntary, the agreerment can
be modified or terminated by management or employee at any time.

Continuity of Operations (COOP) Plan and Emergency Preparedness Plan members rust be prepared to telework at any time, as directed by management.
Departrmental and Agency Telework Policies

Internet and E-Mail Security Paolicy

Employee Information
Employee: DAVIS BEM - BDAVIS
Essential:
Medical Accommodation: []

Telework Type
Regular/Routine:
Situational/Ad Hoc:

Agreement Dates
* Agreement Start: <

Agreement Expires: »

Primary Telework Location

@ Home
Satellite Office
) Telework Center

Slide notes

Let's scroll down to display more of the agreement form. Select next to continue.
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I:I ™
* WEBTA mmﬂ Inbox [0] | Settings | Help | Loy OQut

Erployee Main Menu = Telework Agreements =

Pending Approved  Denied  Terminated

Telework Agreement 2 : g

m

ftems marked with an asterizk* are required.

Agency Guidelines

Although entering into the telework arrangerent is voluntary, once the employee is under such an arrangement, he or she may be required to telework outside of his or
her normal telewaork schedule in the case of a temporary emergency situation, inclement weather, pandemic, etc. While the agreement is voluntary, the agreerment can
be modified or terminated by management or employee at any time.

Continuity of Operations (COOP) Plan and Emergency Preparedness Plan members rust be prepared to telework at any time, as directed by management.
Departrmental and Agency Telework Policies

Internet and E-Mail Security Paolicy

Employee Information
Employee: DAVIS BEM - BDAVIS
Essential:
Medical Accommodation: []

Telework Type
Regular/Routine: [7]
Situational/Ad Hoc:

Agreement Dates
* Agreement Start: <

Agreement Expires: »
Primary Telework Location
@ Home

Satellite Office
Telework Center

Slide notes
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b
- WEBTA' gmm

Employee Main Menu > Telework Agreements =

Pending Approved Denied Terminated

Telework Agreement : 2 g 5

[T

ttems marked with an asterizk* are reguired.

Agency Guidelines

Although entering into the telework arrangement is voluntary, once the employee is under such an arrangement, he or she may be required to telework outside of his ar
her normal telework schedule inthe case of a temporary emergency situation, inclement weather, pandermic, etc. While the agreement is voluntary, the agreement can
be maodified or terminated by management ar employee at any time.

Continuity of Operations (COOP) Plan and Emergency Preparedness Plan members must be prepared to telework at any time, as directed by management.
Departmental and Agency Telework Policies

Internet and E-Mail Security Policy

Employee Information

Employee: DAVIS, BEN - BDAVIS
Essential:
Medical Accommodation: [7]

Telework Type

Regular/Routine: [7]
Situational/Ad Hoc:

Agreement Dates

* Agreement Start: [

Agreement Expires: .
Primary Telework Location
@ Home
) Satellite Office
) Telework Center

Other he

Slide notes
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Agreement Dates

* Agreement Start: a

Agreement Expires: =

Primary Telework Location

@ Home
Satellite Office
Telework Center
Other

Primary Telework Address and Phone
* Address 1:

Address 2:
* City:
* State: [=]
* Zip:
* Telework Phone:

Telework Fax:

Mileage
* Number of Miles Saved Per Day:

Requirements Completed

| have reviewed, understand and concur to the terms and conditi of this tel k

* agreement, and will adhere to the provisions of the Telework policy and items addressed * Date
in this agreement:

% Policies and procedures covering classified, secure, or privacy act data have heen * Date
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security Date
procedures:
Certification that the employee has satisfactorily pleted a self-certification safety Date
checklist to telework:
| have reviewed and discussed the terms and conditions of this agreement with the Date
employee:

LTelework Schedule X

m

Slide notes

Next, we need to enter a Start Date for the Agreement. In this example, we are going to select the
calendar icon and select March 30th. Select next to continue.
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Agreement Dates

* Agreement Start: E

Agreement Expires: =

Primary Telework Location

@ Home
Satellite Office
Telework Center
Other

Primary Telework Address and Phone
* Address 1:
Address 2:
* City:
* State: [=]
* Zip:
* Telework Phone:

Telework Fax:

Mileage
* Number of Miles Saved Per Day:

Requirements Completed

| have reviewed, understand and concur to the terms and conditi of this tel

* agreement, and will adhere to the provisions of the Telework policy and items addressed * Date
in this agreement:

% Policies and procedures covering classified, secure, or privacy act data have heen * Date
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security Date
procedures:
Certification that the employee has satisfactorily pleted a self-certification safety Date
checklist to telework:
| have reviewed and discussed the terms and conditions of this agreement with the Date
employee:

LTelework Schedule X

m

Slide notes
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Agreement Dates

* Agreement Start: |

Agreement Expires: | © March 2015 0

) . Su Mo Tu We Th Fr Sa
Primary Telework Location
il 2 3 4 5 3 7

6 Home 8 9 10 11 12 13 14
Satellite Office 15 16 17 18 19| 2| 21
Telework Center 22 23 24 25 26 27 28
Other i

Primary Telework Address and Phone
* Address 1:

Address 2:
* City:
* State: [=]
* Zip:
* Telework Phone:

Telework Fax:

Mileage
* Number of Miles Saved Per Day:

Requirements Completed

| have reviewed, understand and concur to the terms and conditi of this tel k
agreement, and will adhere to the provisions of the Telework policy and items addressed * Date
in this agreement:

% Policies and procedures covering classified, secure, or privacy act data have heen

*,

*

discussed and are clearly understood: Date
Certification that the employee and supervisor clearly understand the data security Date
procedures:
Certification that the employee has satisfactorily pleted a self-certification safety Date
checklist to telework:
| have reviewed and discussed the terms and conditions of this agreement with the Date
employee:

LTelework Schedule X

m

Slide notes
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Agreement Dates

* Agreement Start: |U3BD{2015 a

Agreement Expires: =

Primary Telework Location

@ Home
Satellite Office
Telework Center
Other

Primary Telework Address and Phone
* Address 1:

Address 2:
* City:
* State: [=]
* Zip:
* Telework Phone:

Telework Fax:

Mileage
* Number of Miles Saved Per Day:

Requirements Completed

| have reviewed, understand and concur to the terms and conditi of this tel k

* agreement, and will adhere to the provisions of the Telework policy and items addressed * Date
in this agreement:

% Policies and procedures covering classified, secure, or privacy act data have heen * Date
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security Date
procedures:
Certification that the employee has satisfactorily pleted a self-certification safety Date
checklist to telework:
| have reviewed and discussed the terms and conditions of this agreement with the Date
employee:

LTelework Schedule X

m

Slide notes

Next, select the Primary Telework Location from the available options. In this example, we are going to
be working from Home, so we will leave that option selected. To save time, we will complete the
address information in the background. Select next to continue.
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Agreement Dates

* Agreement Start: |03f30x‘2015| .

Agreement Expires: =

Primary Telework Location

@ Home
Satellite Office
Telework Center
Other

Primary Telework Address and Phone
* Address 1:

Address 2:
* City:

* State: [=]
* Zip:
* Telework Phone:

Telework Fax:

Mileage
* Number of Miles Saved Per Day:

Requirements Completed

| have reviewed, understand and concur to the terms and conditi of this tel k
agreement, and will adhere to the provisions of the Telework policy and items addressed
in this agreement:
% Policies and procedures covering classified, secure, or privacy act data have heen
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security
procedures:
Certification that the employee has satisfactorily pleted a self-certification safety
checklist to telework:
| have reviewed and discussed the terms and conditions of this agreement with the
employee:

__Telework Schedule

*,

m

Slide notes
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Agreement Dates
* Agreement Start: |03/30/2015 a

Agreement Expires: =

Primary Telework Location

@ Home
Satellite Office
Telework Center
Other

Primary Telework Address and Phone
* Address 1: 123 Oak St

Address 2:
* City: |Washington
* State: | District of Columbia [+

*Zip: 20011

m

* Telework Phone: |2025551234

Telework Fax:

Mileage
* Number of Miles Saved Per Day:

Requirements Completed

| have reviewed, understand and concur to the terms and conditi of this tel k .
* agreement, and will adhere to the provisions of the Telework policy and items addressed * Date =
in this agreement:
% Policies and procedures covering classified, secure, or privacy act data have heen * Date =
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security Date
procedures:
Certification that the employee has satisfactorily pleted a self-certification safety Date
checklist to telework:
| have reviewed and discussed the terms and conditions of this agreement with the Date
employee:
LTelework Schedule X

Slide notes

Enter the total number of miles saved per day into the appropriate field. In this example, we are going to
enter 10. Select next to continue.
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Agreement Dates

* Agreement Start: |03/30/2015 a

Agreement Expires: =

Primary Telework Location

@ Home
Satellite Office
Telework Center
Other

Primary Telework Address and Phone
* Address 1: 123 Oak St
Address 2:
* City: |Washington
* State: | District of Columbia [+
*Zip: 20011
* Telework Phone: |2025551234

Telework Fax:

Mileage

* Number of Miles Saved Per Day: D

Requirements Completed

| have reviewed, understand and concur to the terms and conditi of this tel k

* agreement, and will adhere to the provisions of the Telework policy and items addressed * Date
in this agreement:

% Policies and procedures covering classified, secure, or privacy act data have heen * Date
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security Date
procedures:
Certification that the employee has satisfactorily pleted a self-certification safety Date
checklist to telework:
| have reviewed and discussed the terms and conditions of this agreement with the Date
employee:

LTelework Schedule

m

Slide notes
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Agreement Dates

* Agreement Start: |03/30/2015 a

Agreement Expires: =

Primary Telework Location

@ Home
Satellite Office
Telework Center
Other

Primary Telework Address and Phone
* Address 1: 123 Oak St
Address 2:
* City: |Washington
* State: | District of Columbia [+
*Zip: 20011
* Telework Phone: |2025551234

Telework Fax:

Mileage
* Number of Miles Saved Per Day:
10
Requirements Completed 10.00
| have reviewed, understand and concur to the terms and conditi of this tel k
* agreement, and will adhere to the provisions of the Telework policy and items addressed * Date
in this agreement:
% Policies and procedures covering classified, secure, or privacy act data have heen * Date
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security Date
procedures:
Certification that the employee has satisfactorily pleted a self-certification safety Date
checklist to telework:
| have reviewed and discussed the terms and conditions of this agreement with the Date
employee:
LTelework Schedule

m

Slide notes
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Agreement Dates
* Agreement Start: |03/30/2015 a

Agreement Expires: =

Primary Telework Location

@ Home
Satellite Office
Telework Center
Other
Primary Telework Address and Phone
* Address 1: 123 Qak St
Address 2:

* City: Washington

m

* State: | District of Columbia [+
*Zip: 20011
* Telework Phone: |2025551234

Telework Fax:

Mileage
* Number of Miles Saved Per Day: |10

Requirements Completed

| have reviewed, understand and concur to the terms and conditi of this tel k .
* agreement, and will adhere to the provisions of the Telework policy and items addressed * Date =
in this agreement:
% Policies and procedures covering classified, secure, or privacy act data have heen * Date =
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security Date
procedures:
Certification that the employee has satisfactorily pleted a self-certification safety Date
checklist to telework:
| have reviewed and discussed the terms and conditions of this agreement with the Date
employee:
LTelework Schedule X

Slide notes

Now, let's scroll down to display the bottom of the form. Select next to continue.
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Agreement Dates

* Agreement Start: |03/30/2015 a

Agreement Expires: =

Primary Telework Location

@ Home
Satellite Office
Telework Center
Other

Primary Telework Address and Phone

* Address 1: 123 Oak St
Address 2:
* City: |Washington
* State: | District of Columbia [+
* Zip: 20011
* Telework Phone: |2025551234

Telework Fax:

Mileage
* Number of Miles Saved Per Day: |10

Requirements Completed

| have reviewed, understand and concur to the terms and conditi of this tel k

* agreement, and will adhere to the provisions of the Telework policy and items addressed * Date
in this agreement:

% Policies and procedures covering classified, secure, or privacy act data have heen * Date
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security Date
procedures:
Certification that the employee has satisfactorily pleted a self-certification safety Date
checklist to telework:
| have reviewed and discussed the terms and conditions of this agreement with the Date
employee:

LTelework Schedule

m

Slide notes
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Agreement Dates

* Agreement Start: |03/30/2015 :

Agreement Expires: =

Primary Telework Location

@ Home
Satellite Office
Telework Center
Other

Primary Telework Address and Phone
* Address 1: 123 Qak St
Address 2:
* City: |Washingtan
* State: | District of Columbia [+
* Zip: 20011
* Telework Phone: 2025551234

Telework Fax:

Mileage
* Number of Miles Saved Per Day: |10

Requirements Completed

| have reviewed, understand and concur to the terms and c liti of this tel k
agreement, and will adhere to the provisions of the Telework policy and items addressed
in this agreement:

+_ Policies and procedures covering classified, secure, or privacy act data have heen
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security
procedures:
Certification that the employee has satisfactorily completed a self-certification safety
checklist to telework:
| have reviewed and discussed the terms and conditions of this agreement with the
employee:

Telework Schedule

* Date

* Date
Date
Date

Date

mn

Slide notes
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* Number of Miles Saved Per Day: |10

Requirements Completed

| have reviewed, understand and concur to the terms and c liti of this tel k

= agreement, and will adhere to the provisions of the Telework policy and items addressed * Date [cl]
in this agreement:
= Policies and procedures covering classified, secure, or privacy act data have been * Date =
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security Date
procedures:
Certification that the employee has satisfactorily completed a self-certification safety Date
checklist to telework:
| have reviewed and discussed the terms and conditions of this agreement with the Date
employee:

Telework Schedule

TeleworkDay:SMT W T F 3 S MT WT F S

OﬁiceDay:SMTWTFS SMTWTF S

Schedule Notes:

Characters remaining: 255

Other Comments

Remarks:

Characters remaining: 255

Approver Comments:
Characters remaining: 255

Denial Reason:

Termination Details

Termination Date:
Reason: | Mone

Slide notes

The next section, which is referred to as the Requirements Completed section, are steps that are similar
to an electronic signature. The first two are completed by the employee prior to submitting the
agreement. The boxes must be checked, and the date they were checked must also be completed.

In this example, we will check the boxes and select March 20th for the dates. Select next to continue.
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* Number of Miles Saved Per Day: |10

Requirements Completed
dhave reviewed, understand and concur to the terms and « liti of this tel k

greement, and will adhere to the provisions of the Telework policy and items addressed

in this agreement:

= Policies and procedures covering classified, secure, or privacy act data have been
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security
procedures:
Certification that the employee has satisfactorily completed a self-certification safety
checklist to telework:
| have reviewed and discussed the terms and conditions of this agreement with the
employee:

Telework Schedule

TeleworkDay:SMT W T F 3 S MT WT F S

OﬁiceDay:SMTWTFS SMTWTF S

Schedule Notes:

Characters remaining: 255

Other Comments

Remarks:

Characters remaining: 255

Approver Comments:
Characters remaining: 255

Denial Reason:

Termination Details

Termination Date:
Reason:

* Date

* Date
Date
Date

Date

m

Slide notes
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* Number of Miles Saved Per Day: |10

Requirements Completed

| have reviewed, understand and concur to the terms and c liti of this tel k
7| agreement, and will adhere to the provisions of the Telework policy and items addressed
in this agreement:
= Policies and procedures covering classified, secure, or privacy act data have been
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security
procedures:
Certification that the employee has satisfactorily completed a self-certification safety
checklist to telework:
| have reviewed and discussed the terms and conditions of this agreement with the
employee:

Telework Schedule

TeleworkDay:SMT W T F 3 S MT WT F S

OﬁiceDay:SMTWTFS SMTWTF S

Schedule Notes:

Characters remaining: 255

Other Comments

Remarks:

Characters remaining: 255

Approver Comments:
Characters remaining: 255

Denial Reason:

Termination Details

Termination Date:
Reason:

* Date

* Date
Date
Date

Date

m

Slide notes
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* Number of Miles Saved Per Day: |10
Requirements Completed
| have reviewed, understand and concur to the terms and c liti of this tel k _—
*& agreement, and will adhere to the provisions of the Telework policy and items addressed * Date |:| =
in this agreement: o h o
= Policies and procedures covering classified, secure, or privacy act data have been * Date FEIED 2
discussed and are clearly understood: Su Mo Tu We Th Fr Sa
Certification that the employee and supervisor clearly understand the data security Date
procedures: o2l 8] & 5] 8| @
Certification that the ployee has satisfactorily pleted a self-certification safety Date a of B0l
checklist to telework: =l =l
| have reviewed and discussed the terms and conditions of this agreement with the Date
employee: 22 [F23 Bz =S
Telework Schedule e e Bt
TeleworkDay:SMT WT F S SMT WTF S
OﬁiceDay:SMTWTFS SMTWTF S
Schedule Notes:
4
Characters remaining: 255
Other Comments
Remarks:
A E
Characters remaining: 255
Approver Comments:
4
Characters remaining: 255
Denial Reason:
Termination Details
Termination Date:
Reason: ]
10.2.66,121:18030/us datraining/ TeleworkAgreementListé -

Slide notes
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* Number of Miles Saved Per Day: |10

Requirements Completed

| have reviewed, understand and concur to the terms and c liti of this tel k
7| agreement, and will adhere to the provisions of the Telework policy and items addressed

in this agreement:

= [Policies and procedures covering classified, secure, or privacy act data have heen
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security
procedures:
Certification that the employee has satisfactorily completed a self-certification safety
checklist to telework:
| have reviewed and discussed the terms and conditions of this agreement with the
employee:

Telework Schedule

TeleworkDay:SMT W T F 3 S MT WT F S

OﬁiceDay:SMTWTFS SMTWTF S

Schedule Notes:

Characters remaining: 255

Other Comments

Remarks:

Characters remaining: 255

Approver Comments:
Characters remaining: 255

Denial Reason:

Termination Details

Termination Date:
Reason:

* Date [13720/2015 (|

* Date
Date
Date

Date

m

Slide notes
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* Number of Miles Saved Per Day: |10

Requirements Completed

| have reviewed, understand and concur to the terms and c liti of this tel k
7| agreement, and will adhere to the provisions of the Telework policy and items addressed
in this agreement:
= Policies and procedures covering classified, secure, or privacy act data have heen
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security
procedures:
Certification that the employee has satisfactorily completed a self-certification safety
checklist to telework:
| have reviewed and discussed the terms and conditions of this agreement with the
employee:

Telework Schedule

TeleworkDay:SMT W T F 3 S MT WT F S

OﬁiceDay:SMTWTFS SMTWTF S

Schedule Notes:

Characters remaining: 255

Other Comments

Remarks:

Characters remaining: 255

Approver Comments:
Characters remaining: 255

Denial Reason:

Termination Details

Termination Date:
Reason:

* Date 372072015

* Date
Date
Date

Date

m

Slide notes
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* Number of Miles Saved Per Day: |10

Requirements Completed

| have reviewed, understand and concur to the terms and c liti of this tel k
7| agreement, and will adhere to the provisions of the Telework policy and items addressed
in this agreement:
= Policies and procedures covering classified, secure, or privacy act data have heen
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security
procedures:
Certification that the employee has satisfactorily completed a self-certification safety
checklist to telework:
| have reviewed and discussed the terms and conditions of this agreement with the
employee:

Telework Schedule

TeleworkDay:SMT W T F 3 S MT WT F S

OﬁiceDay:SMTWTFS SMTWTF S

Schedule Notes:

Characters remaining: 255

Other Comments

Remarks:

Characters remaining: 255

Approver Comments:

Characters remaining: 255

Denial Reason:
Termination Details

Termination Date:
Reason:

* Date

* Date
Date
Date

Date

03/20/2015 =
(4] March 2015 [+ ]

Su Mo Tu We Th Fr Sa

m

Slide notes

Page 36 of 99

©Kronos, Incorporated




USDA Employee webTA Telework

Slide 37 - Slide 37

* Number of Miles Saved Per Day: |10

Requirements Completed

| have reviewed, understand and concur to the terms and c liti of this tel k
7| agreement, and will adhere to the provisions of the Telework policy and items addressed
in this agreement:
= Policies and procedures covering classified, secure, or privacy act data have heen
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security
procedures:
Certification that the employee has satisfactorily completed a self-certification safety
checklist to telework:
| have reviewed and discussed the terms and conditions of this agreement with the
employee:

*,

Telework Schedule
TeleworkDay:SMT W T F 5 SMT WTF 3

OﬁiceDay:SMTWTFS SMTWTF S

Schedule Notes:

Characters remaining: 255

Other Comments

Remarks:

Characters remaining: 255

Approver Comments:
Characters remaining: 255

Denial Reason:

Termination Details

Termination Date:
Reason: | Mone

* Date 372072015

* Date fgomats 0 =

Date

Date

Date

m

Slide notes

Next, we will scroll down to display the rest of the form. Select next to continue.
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* Number of Miles Saved Per Day: |10

Requirements Completed

| have reviewed, understand and concur to the terms and c liti of this tel k
7| agreement, and will adhere to the provisions of the Telework policy and items addressed
in this agreement:
= Policies and procedures covering classified, secure, or privacy act data have heen
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security
procedures:
Certification that the employee has satisfactorily completed a self-certification safety
checklist to telework:
| have reviewed and discussed the terms and conditions of this agreement with the
employee:

Telework Schedule

TeleworkDay:SMT W T F 3 S MT WT F S

OﬁiceDay:SMTWTFS SMTWTF S

Schedule Notes:

Characters remaining: 255

Other Comments

Remarks:

Characters remaining: 255

Approver Comments:
Characters remaining: 255
Denial Reason:

Termination Details

Termination Date:
Reason:

* Date

* Date
Date
Date

Date

03/20/2015 =

03/20/2015 =

m

Slide notes
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* Number of Miles Saved Per Day: |10

Requirements Completed

| have reviewed, understand and concur to the terms and c liti of this tel k
7| agreement, and will adhere to the provisions of the Telework policy and items addressed
in this agreement:
= Policies and procedures covering classified, secure, or privacy act data have been
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security
procedures:
Certification that the employee has satisfactorily completed a self-certification safety
checklist to telework:
| have reviewed and discussed the terms and conditions of this agreement with the
employee:

Telework Schedule

TeleworkDay:SMT wWT F 3 S MT WT F =

OﬁiceDay:SMTWTFS SMTWTF S

Schedule Notes:

Characters remaining: 255

Other Comments

Remarks:

Characters remaining: 255

Approver Comments:
Characters remaining: 255

Denial Reason:
Termination Details

Termination Date:
Reason:

* Date

* Date
Date
Date

Date

03/20/2015 =

ozz02018 0 |&

m

Slide notes
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employee:
Telework Schedule

Telework Day:

Office Day:

Schedule Notes:

Other Comments

Termination Details

Submit Cancel

Remarks:

Approver Comments:

Denial Reason:

Termination Date:

Reason:

Termination Remarks:

SMT WT F S

SMT WT F 3

Characters remaining: 255

Characters remaining: 255

Characters remaining: 255

Characters remaining: 255

procedures: v
Certification that the employee has satisfactorily leted a self-certification safety Date
checklist to telework:

| have reviewed and discussed the terms and conditions of this agreement with the Date

SMTWTF S

SMT WT F =

m

Slide notes
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Certification that the employee has satisfactorily pleted a self_certification safety Date
checklist to telework:

| have reviewed and discussed the terms and conditions of this agreement with the Date
employee:

Telework Schedule
TelewnrkDay:SMT wWT F S SMT WT F S

OﬁiceDay:SMTWTFS S MT WT F =

Schedule Notes:

Characters remaining: 255

Other Comments

Remarks:

Characters remaining: 255

Approver Comments:
Characters remaining: 255

Denial Reason:

Termination Details

Termination Date:

Reason: | Mone

m

Termination Remarks:

Characters remaining: 255

Submit Cancel

Slide notes

The Telework Schedule section allows you to identify days of the Pay Period that you plan on
Teleworking, if you are going to be doing so on a regular basis. But since we selected Situational
earlier, we are going to leave this section blank. You can also enter any notes for your Supervisor or
Approver in the Schedule Notes field.

Also note the Other Comments section, and the Termination Details for if or when the Telework
Agreement ends. In this example, we have entered the information we need, so we will click the Submit
button. Select next to continue.
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T

checklist to telework:

employee:

Telework Schedule

Other Comments

Termination Details

Certification that the employee has

Telework Day:

Office Day:

Schedule Notes:

Remarks:

Approver Comments:

Denial Reason:

Termination Date:

Reason:

Termination Remarks:

SMT WT F S

S MT WT F 3

Characters remaining: 255

Characters remaining: 255

Characters remaining: 255

Characters remaining: 255

ily

| have reviewed and discussed the terms and conditions of this agreement with the

SMTWT F S

S MT WT F =

a self-certification safety

m

Slide notes
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I:I ™
* WEBTA mmﬂ Inbox [1] | Settings | Help | Loy OQut

Erployee Main Menu = Telework Agreements =

Pending Approved Denied  Terminated
——O0—O O

Telework Agreement

m

| St e e

ttems marked with an asterizk* are reguired.

Agency Guidelines

Although entering into the telework arrangement is voluntary, once the employee is under such an arrangement, he or she may be required to telework outside of his or
her normal telework schedule in the case of a temporary emergency situation, inclement weather, panderic, etc. While the agreement is voluntary, the agreement can
be modified or terminated by management or employee at any time.

Continuity of Operations (COOP) Plan and Emergency Preparedness Plan members must be prepared to telework at any time, as directed by management.
Departmental and Agency Telework Policies

Internet and E-Mail Security Policy

Employee Information

Employee: DAVIS, BEN - BDAVIS
Essential:

Medical Accommodation: [

Telework Type

Regular/Routine: []
Situational/Ad Hoc: [7]

Agreement Dates

* Agreement Start: |Mar 30, 2015 &

Agreement Expires: =

Primary Telework Location

@ Home

Slide notes

Note the message indicating that the Agreement was successfully submitted. The Supervisor will
receive a message notifying them of the Agreement and upon action, we will receive a message as
well. Let's return to the Telework Agreements page using the breadcrumb trail. Select next to continue.
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Telework Agreement

-
LL1] ™
“"WEBTA gz
Ernployee Main Menu = Telework Agreements =

Inbox [1] | Settings | Help | Loy OQut

Pending Approved Denied  Terminated
——O0—O (

m

st ren

¥

k agr

ttems marked with an asterizk* are reguired.

Agency Guidelines

Internet and E-Mail Security Policy

Employee Information

Telework Type

Agreement Dates

Primary Telework Location

@ Home

Employee:
Essential:

Medical Accommodation:

Regular/Routine:
Situational/Ad Hoc:

* Agreement Start:

Agreement Expires:

Although entering into the telework arrangement is voluntary, once the employee is under such an arrangement, he or she may be required to telework outside of his or
her normal telework schedule in the case of a temporary emergency situation, inclement weather, panderic, etc. While the agreement is voluntary, the agreement can
be modified or terminated by management or employee at any time.
Continuity of Operations (COOP) Plan and Emergency Preparedness Plan members must be prepared to telework at any time, as directed by management.

Departmental and Agency Telework Policies

DA&AVIS BEN - BDAYIS

||

=

O

G

har 30, 2015 =

Slide notes

Page 44 of 99

©Kronos, Incorporated



USDA Employee webTA Telework

Slide 45 - Slide 45
— WEBTA' g

Erployee Main Menu =

Telework Agreements

Status Regular Situational Agreement Start Agreement Expire
Pending Yes 343072015
1-1 of 1 Records 1 view [26] [50] [100]
Add New Agreemen(
| Cancel |

Slide notes

In the background, this Agreement will be approved by the employee's supervisor. Select next to

continue.
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“"WEBTA' grrm

Inbox [1] | Settings | Help | Loy OQut

Erployee Main Menu =

Telework Agreements

Status Regular Situational Agreement Start Agreement Expire
Approved Yes 343072015
1-1 of 1 Records 1 view [26] [50] [100]
Add New Agreemen(
| Cancel |

Slide notes

Note that the Agreement is now Approved. Let's take a look at the Agreement by selecting its link.

Select next to continue.
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“WEBTA" gz

Inbox [1] | Settings | Help | Loy OQut

Erployee Main Menu =

Telework Agreements

Yes 33072015

1-1 of 1 Recards 1

Add New Agreement

| Cancel |

Status Regular Situational Agreement Start

Agreement Expire

Slide notes
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“WEBTA" gz

Inbox [1] | Settings | Help | Loy OQut

Erployee Main Menu = Telework Agreements =

Telework Agreement

ftems marked with an asterizk* are required.

Agency Guidelines

Departrmental and Agency Telework Policies

Internet and E-Mail Security Paolicy

Employee Information

Employee: DAVIS, BEM - BDAYIS
Essential:
Medical Accommodation:

Telework Type
Regular/Routine:
Situational/Ad Hoc:

Agreement Dates
Agreement Start: 03/30/2015
Agreement Expires:

Primary Telework Location

@ Home
Satellite Office
Telework Center
Other

Although entering into the telework arrangerent is voluntary, once the employee is under such an arrangement, he or she may be required to telework outside of his or
her normal telewaork schedule in the case of a temporary emergency situation, inclement weather, pandemic, etc. While the agreement is voluntary, the agreerment can
be modified or terminated by management or employee at any time.

Continuity of Operations (COOP) Plan and Emergency Preparedness Plan members rust be prepared to telework at any time, as directed by management.

Pending Appﬁwed Denied  Terminated
! ®

m

Slide notes

Note that the page is now read-only. Let's scroll down to look at the bottom portion. Select next to

continue.
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I:I ™
* WEBTA mmﬂ Inbox [1] | Settings | Help | Loy OQut

Erployee Main Menu = Telework Agreements =

Pending Appﬁwed Denied  Terminated
I b

Telework Agreement 2 g

m

ftems marked with an asterizk* are required.

Agency Guidelines

Although entering into the telework arrangerent is voluntary, once the employee is under such an arrangement, he or she may be required to telework outside of his or
her normal telewaork schedule in the case of a temporary emergency situation, inclement weather, pandemic, etc. While the agreement is voluntary, the agreerment can
be modified or terminated by management or employee at any time.

Continuity of Operations (COOP) Plan and Emergency Preparedness Plan members rust be prepared to telework at any time, as directed by management. il
Departrmental and Agency Telework Policies

Internet and E-Mail Security Paolicy

Employee Information
Employee: DAVIS, BEM - BDAYIS
Essential:
Medical Accommodation:

Telework Type
Regular/Routine:
Situational/Ad Hoc:

Agreement Dates
Agreement Start: 03/30/2015
Agreement Expires:

Primary Telework Location

@ Home
Satellite Office
Telework Center
Other b

Slide notes
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I:I ™
* WEBTA mmﬂ Inbox [1] | Settings | Help | Loy OQut

Erployee Main Menu = Telework Agreements =

Pending Approved Denied  Terminated h
Telework Agreement —0 sl o—

m

ftems marked with an asterizk* are required.
Agency Guidelines
Although entering into the telework arrangerent is voluntary, once the employee is under such an arrangement, he or she may be required to telework outside of his or

her normal telewaork schedule in the case of a temporary emergency situation, inclement weather, pandemic, etc. While the agreement is voluntary, the agreerment can
be modified or terminated by management or employee at any time.

Continuity of Operations (COOP) Plan and Emergency Preparedness Plan members rust be prepared to telework at any time, as directed by management.
Departrmental and Agency Telework Policies

Internet and E-Mail Security Paolicy

Employee Information
Employee: DAVIS, BEM - BDAYIS
Essential:
Medical Accommodation:

Telework Type
Regular/Routine:
Situational/Ad Hoc:

Agreement Dates
Agreement Start: 03/30/2015
Agreement Expires:

Primary Telework Location

@ Home
Satellite Office
Telework Center
Other

Slide notes
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YT

State:

Zip:

Telework Phone:

Telework Fax:

Mileage
Number of Miles Saved Per Day:

Requirements Completed

*

in this agreement:

procedures:
Certification that the emp

| have reviewed, understand and concur to the terms and c
agreement, and will adhere to the provisions of the Telework policy and items addressed

wvd HIIIHIU”
2001
2025551234

10.00

liti of this tel k

+  Policies and procedures covering classified, secure, or privacy act data have heen
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security

has satisfactorily completed a self-certification safety

checklist to telework:

employee:
Telework Schedule

Telework Day:

Office Day:

Schedule Notes:

Other Comments

Remarks:

Approver Comments:

¥

| have reviewed and discussed the terms and conditions of this agreement with the

SMT WT F S SMT WTF S

SMT WT F S SMT WT F 3

Characters remsining: 255

Characters remaining: 255

* Date

* Date
Date
Date

Date

03/20/2015

03/20/2015

03/23/.2015

0372372015

03/23/.2015

m

Slide notes

Here, we can see that the Supervisor has completed the Requirements of the Agreement, and added
the corresponding dates as well. Let's scroll back to the top of the page. Select next to continue.
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YT

State:

Zip:

Telework Phone:

Telework Fax:

Mileage
Number of Miles Saved Per Day:

Requirements Completed

*

in this agreement:

procedures:
Certification that the emp

CEEARTs 1 (04]

20011
2025551234

10.00

| have reviewed, understand and concur to the terms and c
agreement, and will adhere to the provisions of the Telework policy and items addressed

ticf.

has

liti of this tel

+  Policies and procedures covering classified, secure, or privacy act data have heen
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security

pleted a self-certification safety

checklist to telework:

employee:
Telework Schedule

Telework Day:

Office Day:

Schedule Notes:

Other Comments

Remarks:

Approver Comments:

1...i|y .

¥

SMT WT F S

SMT WT F S

Characters remsining: 255

Characters remaining: 255

| have reviewed and discussed the terms and conditions of this agreement with the

SMT WTF S

SMT WT F 3

k

* Date

* Date
Date
Date

Date

03/20/2015

03/20/2015

03/23/.2015

0372372015

03/23/.2015

m

Slide notes
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Requirements Completed

*

in this agreement:

procedures:
Certification that the

1 has

L9 | HTE 1Y) (i)
State:
Zip: 20011
Telework Phone: 2025551234
Telework Fax:
Mileage
Number of Miles Saved Per Day: 10.00

| have reviewed, understand and concur to the terms and c
agreement, and will adhere to the provisions of the Telework policy and items addressed

ticf.

liti of this tel

+  Policies and procedures covering classified, secure, or privacy act data have heen
discussed and are clearly understood:
Certification that the employee and supervisor clearly understand the data security

pleted a self-certification safety

checklist to telework:

employee:
Telework Schedule

Telework Day:

Office Day:

Schedule Notes:

Other Comments

Remarks:

Approver Comments:

1...i|y .

¥

SMT WT F S

SMT WT F S

Characters remsining: 255

Characters remaining: 255

| have reviewed and discussed the terms and conditions of this agreement with the

SMT WTF S

SMT WT F 3

k

* Date

* Date
Date
Date

Date

03/20/2015

03/20/2015

03/23/.2015

0372372015

03/23/.2015

mn

Slide notes
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I:I ™
* WEBTA mmﬂ Inbox [1] | Settings | Help | Loy OQut

Erployee Main Menu = Telework Agreements =

Pending Appﬁwed Denied  Terminated
! ®

Telework Agreement 2 o—

m

ftems marked with an asterizk* are required.

Agency Guidelines

Although entering into the telework arrangerent is voluntary, once the employee is under such an arrangement, he or she may be required to telework outside of his or
her normal telewaork schedule in the case of a temporary emergency situation, inclement weather, pandemic, etc. While the agreement is voluntary, the agreerment can
be modified or terminated by management or employee at any time.

Continuity of Operations (COOP) Plan and Emergency Preparedness Plan members rust be prepared to telework at any time, as directed by management.
Departrmental and Agency Telework Policies

Internet and E-Mail Security Paolicy

Employee Information

Employee: DAVIS, BEM - BDAYIS
Essential:
Medical Accommodation:

Telework Type
Regular/Routine:
Situational/Ad Hoc:

Agreement Dates
Agreement Start: 03/30/2015
Agreement Expires:

Primary Telework Location

@ Home
Satellite Office
Telework Center
Other T

Slide notes

Next, we will return to the Main Menu by selecting the Employee tab. Select next to continue.
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I:I ™
° WEBTA Emplov%] Inbox [1] | Settings | Help | Log Out

Erployee Main Menu = Telework Agreements =

Pending Appﬁwed Denied  Terminated
! ®

Telework Agreement 2

m

ftems marked with an asterizk* are required.
Agency Guidelines
Although entering into the telework arrangerent is voluntary, once the employee is under such an arrangement, he or she may be required to telework outside of his or

her normal telewaork schedule in the case of a temporary emergency situation, inclement weather, pandemic, etc. While the agreement is voluntary, the agreerment can
be modified or terminated by management or employee at any time.

Continuity of Operations (COOP) Plan and Emergency Preparedness Plan members rust be prepared to telework at any time, as directed by management.
Departrmental and Agency Telework Policies

Internet and E-Mail Security Paolicy

Employee Information

Employee: DAVIS, BEM - BDAYIS
Essential:
Medical Accommodation:

Telework Type
Regular/Routine:
Situational/Ad Hoc:

Agreement Dates
Agreement Start: 03/30/2015
Agreement Expires:

Primary Telework Location

@ Home
Satellite Office
Telework Center
Other T

Slide notes
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Slide 56 - Slide 56

Employee Main Menu

Time
Timesheet
Timeshest Summary
Frocessed Timesheets
Leave Requests
Premium Pay Reguests
Daollar Transaction Reguests
Leave Balances

Schedule

Reports
Repaorts

Telewark
Telework Requests

Telewark Agreements

COP Events

“WEBTA" gz

Inbox [1] | Settings | Help | Loy OQut

Continuation of Pay (COP)

Accounting

Accounts

Schedule
Schedule Assignment
Shifts

Schedule Templates

Messages
Send Message To Timekeeper

Send Message To Superdsor

Leave Transfer Program

Leave Donations

Emergency Contacts

My Contacts

Slide notes

Now that we have an approved Telework Agreement, we can now complete and submit Telework
Requests. Let's take a look at that process by selecting the Telework Requests link from the Main

Menu. Select next to continue.
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Slide 57 - Slide 57

“WEBTA" gz

Inbox [1] | Settings | Help | Loy OQut

Employee Main Menu

Time Accounting
Tirmesheet Accounts

Timeshest Summary
Schedule
Frocessed Timesheets
Schedule Assignment
Leave Requests
Shifts
Premium Pay Reguests

7 Schedule Templates
Daollar Transaction Reguests

Leave Balances Messages
Schedule Send Message To Timekeeper
e Send Message To Superdsor
Repaorts Leave Transfer Program
e Leave Donations
ITeIework Requests I Emergency Contacts
Telewark Agreements My Contacts

Continuation of Pay (COP)
COP Events

Slide notes
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I:I ™
* WEBTA mmﬂ Inbox [1] | Settings | Help | Loy OQut

Erployee Main Menu =

Telework Request - Current

Status v User Start Date End Date Telewark Code Hours Submission Date

Mo results

Add Telework Request History Cancel

Slide notes

The Telework Requests page displays approved, pending and denied Telework Requests for the
current, and for future pay periods. You can view existing requests by selecting the status link for the
desired request.

This table is sortable by column type. Select the column headers to sort the table by the desired field.

In this example, we will keep the table as is, and we are going to create a new request by selecting the
Add Telework Request button. Select next to continue.

Page 58 of 99 ©Kronos, Incorporated



USDA Employee webTA Telework

Slide 59 - Slide 59

“WEBTA grrm

Inbox [1] | Settings | Help | Loy OQut

Erployee Main Menu =

Telework Request - Current

Status v User Start Date

Mo results

I| Add Telework Request |I History | | Cancel

End Date

Telewark Code

Hours

Submission Date

Slide notes
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“WEBTA" gz

Inbox [1] | Settings | Help | Loy OQut

Ermployee Main Menu > Telework Requests =

Telework Request

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

* Telework 2
Code

*Reason. | Agency Closure  [=]

Reason Notes

Start Date End Date Start Time

" Add New Row

Remarks

Approver
Cormrents

Submit Cancel

Stop Time

Diaily Hours Total Hours ' Action

0:00

Delete

Pending  Approved  Denied

Slide notes

The Telework Request form is very similar to the Leave and Premium Pay Requests forms. To begin,
select the Telework Code drop-down menu to select the appropriate code. Select next to continue.
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Slide 61 - Slide 61

“WEBTA" gz

Ermployee Main Menu > Telework Requests =

Inbox [1] | Settings | Help | Loy OQut

Pending  Approved  Denied

Telework Request

ftems marked with an asterizk* are required.

Telework Type and Dates
Employee: DAVIS, BEN

* Telework m

Code
*Reason. | Agency Closure  [=]

Reason Notes

Start Time Stop Time  Daily Hours Total Hours Action

Start Date End Date
= 0:00 Delete

" Add New Row

Remarks

Approver
Comments y

Submit Cancel

Slide notes
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“WEBTA grrm

Inbox [1] | Settings | Help | Loy OQut

Ermployee Main Menu > Telework Requests =

Telework Request

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

* Telework El
I -

Code

|01 - Reg Time-TeleWark
|01 - Reg Time-TeleWark Sfix
01 - Telewark Alt. Site
Reasan Notes | o1 _ Telewark AlL Site <= 2d
|01 - Telewark Alt. Site <= 2d Sfx1
Start Date |01 - Telework Alt. Site > 2d
01 - Telewark Hame f
|01 - Telework Home P25 St - 000 |Woelete
e [ 01 - Telewark Horne Sfxl
_D1 - Telewaork Home == 2d
|01 - Telework Home <= 2d Sfx1
|01 - Telewark Home = 2d
Remarks |01 - Telewark Home = 2d Sfx1
|01 - Telewark - Other
Approver | 01 - Telework - Other Sfx
Comments: |04 - Sunday Dift-TelwWrk Alt. | %
| 04 - Sunday Dift-TelWWrk Alt. <
|04 - Sunday Dift-Telvrk Alt. =
04 - Sunday Dift-Telvrk Home |
Submit Cancel

* Reason

m.

Stop Time  Daily Hours Total Hours Action

Pending  Approved  Denied

Slide notes

Here, we see the list of available Telework codes. In this example, we are going to select Telework

Home. Select next to continue.
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I:I ™
* WEBTA mmﬂ Inbox [1] | Settings | Help | Loy OQut

Ermployee Main Menu > Telework Requests =

Pending  Approved  Denied

Telework Request —O0——0—<C
ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

* Telework
Code | El

01 - Reg Time-TeleWoark
01 - Reg Time-TeleWaork Sfil
01 - Telewark Alt. Site
Reason Notes | ¢ _ 1 jewark Alt. Site <= 2d
01 - Telework Alt. Site <= 2d Sfx1 |
Start Date |01 - Telewark Alt, Site = 2d Stop Time  Daily Hours Tatal Hours Action

| 0:00 Delete

* Reason

m.

0T - Telework Home Dhies Sl
e | 01 - Telework Home Sfil
CRDRETRETE 01 - Telework Home <= 2d
01 - Telework Home <= 2d Sfxl
01 - Telewark Horme = 2d
Remarks 01 - Telewark Home = 2d Sfx1
01 - Telewark - Other
Approver |01 - Telework - Other Sfx1
Comments: |04 - Sunday Diff-Telvrk Alt. | %
04 - Sunday DiftTelWrk Alt. <
04 - Sunday Diff TelWrk Alt. =
04 - Sunday Diff-Telvyrk Home i

Submit Cancel

Slide notes
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“WEBTA" gz

Inbox [1] | Settings | Help | Loy OQut

Ermployee Main Menu > Telework Requests =

Telework Request

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

* Telework
Code

|D1 - Telework Home |Z|

*Reason. | Agency Closure  [=]

Reason Notes

" Add New Row

0:00

Remarks

Approver
Cormrents

Submit Cancel

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action

Delete

Pending  Approved  Denied

Slide notes

Next, we need to select a Reason from the corresponding drop-down menu. Select next to continue.
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I:I ™
* WEBTA mmﬂ Inbox [1] | Settings | Help | Loy OQut

Ermployee Main Menu > Telework Requests =

Pending  Approved  Denied
Telework Request —O0——0—=C

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN
* Talework
Code

*Reason: | Agency Closure E

Reason Notes

|D1 - Telework Home |Z|

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action

. 5 0:00 Delete

" Add New Row

Remarks

Approver
Cormrents

Submit Cancel

Slide notes
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Slide 66 - Slide 66

Inbox [1] | Settings | Help | Loy OQut

“"WEBTA' grrm

Ermployee Main Menu > Telework Requests =

Telework Request

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

* Telework
FIEWON 01 - Telewark Home |Z|

Code

* Reason

Reason MNotes: |
| Complex Project
Start Date | Inclement Weather Start Time
| Pandemic |
| National Emergency
I | Medical Reason
Add New Row [ESI{TI;

Remarks

Approver
Cormrents

Submit Cancel

Stop Time

Diaily Hours Total Hours ' Action

0:00

Delete

Pending  Approved  Denied

Slide notes

In this example, we are going to select Inclement Weather. Select next to continue.
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Slide 67 - Slide 67

I:I ™
* WEBTA mmﬂ Inbox [1] | Settings | Help | Loy OQut

Ermployee Main Menu > Telework Requests =

Pending  Approved  Denied

Telework Request

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN
* Talework 2

01 - Telewark Hame
Code

* Reason [Agency Closure v

| Agency Closure
Reason Motes: | Doctor Appointment
nmuley Froie

Start Date Start Time Stop Time  Daily Hours Total Hours Action

| Fandermic |
| Mational Emergency | 0:00 Delete
- | Medical Reason
Add New Row |JE{FTS

Remarks

Approver
Comments y

Submit Cancel

Slide notes
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“WEBTA" gz

Inbox [1] | Settings | Help | Loy OQut

Ermployee Main Menu > Telework Requests =

Telework Request

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

* Telework
Code

*
Reason: | Inclernent Weather ||

Reason Notes

01 - Telework Home |Z|

Start Date End Date Start Time Stop Time

" Add New Row

Remarks

Approver
Cormrents

Submit Cancel

Diaily Hours Total Hours ' Action

0:00

Delete

Pending  Approved  Denied

Slide notes

If applicable, you can enter Reason Notes in that field. In this example, we are going to leave it blank.
Next, we need to enter Start and End Dates, as well as Start and Stop Times in the appropriate field. In
this example, we are going to select the calendar icon, and click March 20th. Select next to continue.
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“WEBTA" gz

Inbox [1] | Settings | Help | Loy OQut

Ermployee Main Menu > Telework Requests =

Telework Request

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

*
Telework 01 - Telewark Hame
Code

*
Reason: | Inclernent Weather ||
Reason Notes

Start Date End Date

" Add New Row

Remarks

Approver
Cormrents

Submit Cancel

[=] ]

Start Time

Stop Time

Diaily Hours Total Hours
0:00

Action

Delete

Pending  Approved  Denied

Slide notes
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“WEBTA" gz

Inbox [3] | Settings | Help | Log OQut

Ermployee Main Menu > Telework Requests =

Telework Request

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

*
Telework 01 - Telework Home |Z|
Code

*Reason: | Inclement Weather [+]

Reason Notes

Su Mo Tu We Th Fr Sa
1 2 3 4 5 & 7

F
g 9 10 EIE1E Wl TSIE 1
S 1) 1Y 15 19 21
2 el e, g En | 2 E
29 30 31
Submit Cancel

Diaily Hours Total Hours

Start Date End Date Start Time Stop Time
I (4] March 2015 0

Pending  Approved  Denied

Slide notes
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Slide 71 - Slide 71

I:I ™
* WEBTA mmﬂ Inbox [3] | Settings | Help | Log OQut

Ermployee Main Menu > Telework Requests =

Pending  Approved  Denied

Telework Request

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

*
Telework 01 - Telework Home |Z|
Code

*Reason: | Inclement Weather [+]

Reason Notes

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action
ne20208 | = 0:00 Delete

" Add New Row

Remarks

Approver
Comments y

Submit Cancel

Slide notes

Next, we will select the Start Time field and enter 8 am. Notice, that when we make that selection, the
End Date field automatically populates with the same date. Select next to continue.
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Slide 72 - Slide 72

I:I ™
* WEBTA mmﬂ Inbox [3] | Settings | Help | Log OQut

Ermployee Main Menu > Telework Requests =

Pending  Approved  Denied
Telework Request —O0——0—=C

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

*
Telework 01 - Telework Home |Z|
Code

*Reason: | Inclement Weather [+]

Reason Notes

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action
Go0201E | =] [ 000 Delete

" Add New Row

Remarks

Approver
Comments y

Submit Cancel

Slide notes
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Slide 73 - Slide 73

I:I ™
* WEBTA mmﬂ Inbox [3] | Settings | Help | Log OQut
Ermployee Main Menu > Telework Requests =

Pending  Approved  Denied
Telework Request —O0——0—=C

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

*
Telework 01 - Telewark Hame |Z|
Code

*Reason: | Inclement Weather [+]

Reason Notes

Start Date End Date Start Time
03/20/2015 o 03/20/2015 ]

Stop Time  Daily Hours Total Hours Action

0:00 Delete

" Add New Row

Remarks

Approver
Cormrents

Submit Cancel

Slide notes
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Slide 74 - Slide 74

Inbox [3] | Settings | Help | Log OQut

“WEBTA" gz

Ermployee Main Menu > Telework Requests =

Telework Request

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

* Telework
Code

01 - Telewark Hame

*Reason: | Inclement Weather [+]

Reason Motes
Diaily Hours Total Hours ' Action
0:00

Start Time Stop Time

[}

End Date
o 03/20/2015

Start Date
03/20/2015

" Add New Row

Remarks

Delete

Approver
Cormrents

Submit Cancel

Pending  Approved  Denied

Slide notes

Next, we will enter a stop time of 4 pm. Select next to continue.
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Slide 75 - Slide 75

I:I ™
* WEBTA mmﬂ Inbox [3] | Settings | Help | Log OQut
Ermployee Main Menu > Telework Requests =

Pending  Approved  Denied
Telework Request —O0——0—=C

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

*
Telework 01 - Telework Home |Z|
Code

*Reason: | Inclement Weather [+]

Reason Notes

Start Date End Date Start Time

Stop Time  Daily Hours Total Hours Action
032072015 & 0372072015 e ] D 0:00 Delete

" Add New Row

Remarks

Approver
Cormrents

Submit Cancel

Slide notes
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Slide 76 - Slide 76

I:I ™
* WEBTA mmﬂ Inbox [3] | Settings | Help | Log OQut
Ermployee Main Menu > Telework Requests =

Pending  Approved  Denied
Telework Request —O0——0—=C

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

*
Telework 01 - Telework Home |Z|
Code

*Reason: | Inclement Weather [+]

Reason Notes

Start Date End Date Start Time

Stop Time  Daily Hours Total Hours Action
03/20/2015 ] n3m02015 = [B:00am M 000

" Add New Row

Delete

Remarks

Approver
Cormrents

Submit Cancel

Slide notes
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Slide 77 - Slide 77

“WEBTA" gz

Ermployee Main Menu > Telework Requests =

Inbox [3] | Settings | Help | Log OQut

Pending  Approved  Denied
Telework Request —O0——0—=C

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

* Telework

01 - Telework Home |Z|
Code
*Reason: | Inclement Weather [+]

Reason Notes

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action

03/20/2015 &7 p3r20r2015 & B:00am 4:00pm 0:00 Delete

" Add New Row

Remarks

Approver
Cormrents

Submit Cancel

Slide notes

Just as with Leave and Premium Pay Requests, you can add multiple rows to a Telework Request.
Let's do that now. Select next to continue.

Page 77 of 99 ©Kronos, Incorporated



USDA Employee webTA Telework

Slide 78 - Slide 78

“WEBTA" gz

Inbox [3] | Settings | Help | Log OQut

Ermployee Main Menu > Telework Requests =

Telework Request

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

*
Telework 01 - Telework Home |Z|
Code

*Reason: | Inclement Weather [+]

Reason Notes

| diow fow |

Remarks

Approver
Cormrents

Submit Cancel

Start Date End Date Start Time Stop Time
13/20.2015 &7 p3r20r2015 & B:00am 4:00pm

Diaily Hours Total Hours

Pending  Approved  Denied

Slide notes
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Inbox [3] | Settings | Help | Log OQut

“WEBTA" gz

Ermployee Main Menu > Telework Requests =

Telework Request

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

* Tal k
FIEWON 01 - Telewark Home |Z|
Code
*Reason: | Inclement Weather [+]

Reason Notes

Start Date End Date Start Time

& B:00am

War 20, 2015 &7 |Mar20, 2015

Add New Row

Remarks

Approver
Comments

| Submit Cancel

Stop Time
&:00pm

Diaily Hours Total Hours ' Action

§:00

§:00
0:00

Delete
Delete

Pending  Approved  Denied

Slide notes

In this example, we will select the following Monday, March 23rd. Select next to continue.
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Slide 80 - Slide 80

“WEBTA" gz

Ermployee Main Menu > Telework Requests =

Inbox [3] | Settings | Help | Log OQut

Pending  Approved  Denied
Telework Request —O0——0—=C

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

* Telework

01 - Telework Home |Z|
Code

*Reason: | Inclement Weather [+]

Reason Notes

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action
Mar 20, 2015 = |Mar 20,2015 7 B:00am 4:00pm 8:00 8:00 Delete
=l 0:00 Deleta

Add New Row

Remarks

Approver
Comments

| Submit Cancel

Slide notes
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“WEBTA" gz

Inbox [3] | Settings | Help | Log OQut

Ermployee Main Menu > Telework Requests =

Telework Request

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

* Telework

01 - Telework Home |Z|
Code

*Reason: | Inclement Weather [+]
Reason Motes

Start Date

End Date Start Time Stop Time

Mar 20,2015 |5 [Mar20,2015 |5 B:00am 4:00pm
l (4] March 2015 0

Su Mo Tu We Th Fr Sa
E 1l 2 3 4 5 & 7

g 9 10 (1158 ST RS 1

ilg iz 18 19| 20| 21

ZZﬁ 24 25 2 27 I

29 30 31

Submit Cancel

Diaily Hours Total Hours

§:00

§:00
0:00

Action

Delete
Delete

Pending  Approved  Denied

Slide notes
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“WEBTA" gz

Inbox [3] | Settings | Help | Log OQut

Ermployee Main Menu > Telework Requests =

Telework Request

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

*
Telework 01 - Telework Home |Z|
Code

*Reason: | Inclement Weather [+]

Reason Notes

Add New Row

Remarks

Approver
Comments

| Submit Cancel

Start Date End Date Start Time Stop Time
Mar 20,2015 |5 [Mar20,2015 |5 B:00am 4:00pm
(3/23/2015 = =l

Diaily Hours Total Hours ' Action

§:00

§:00
0:00

Delete
Delete

Pending  Approved  Denied

Slide notes

This time, instead of entering Start and Stop times, we will add 8 hours to the Daily Hours field. Select

next to continue.
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“WEBTA" gz

Inbox [3] | Settings | Help | Log OQut

Ermployee Main Menu > Telework Requests =

Telework Request

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

*
Telework 01 - Telework Home |Z|
Code

*Reason: | Inclement Weather [+]

Reason Notes

et

Add New Row

Remarks

Approver
Comments y

| Submit Cancel

Start Date End Date Start Time Stop Time  Daily Hours Total Hours
Mar 20, 2015 = |Mar 20,2015 7 B:00am 4:00pm 8:00 8:00
Mmi232018 = =] D 0:00

Action

Delete
Delete

Pending  Approved  Denied

Slide notes
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“WEBTA" gz

Inbox [3] | Settings | Help | Log OQut

Ermployee Main Menu > Telework Requests =

Telework Request

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

*
Telework 01 - Telework Home |Z|
Code

*Reason: | Inclement Weather [+]

Reason Notes

Remarks

Approver
Comments

Submit Cancel

Start Date End Date Start Time Stop Time  Daily Hours Total Hours
Mar 20, 2015 = |Mar 20,2015 7 B:00am 4:00pm 8:00 8:00
03/23/2015 &7 p3r232015 = gl 0:00

Action

Delete
Delete

Pending  Approved  Denied

Slide notes
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Inbox [3] | Settings | Help | Log OQut

“WEBTA" gz

Ermployee Main Menu > Telework Requests =

Telework Request

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

* Telework
Code

01 - Telework Home |Z|

*Reason: | Inclement Weather [+]

Reason Notes

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action
Mar 20, 2015 = |Mar 20,2015 7 B:00am 4:00pm 8:00 8:00 Delete
03/23/2015 &7 p3r232015 = 8 0:00 Delete

Add New Row

Remarks

Approver
Comments

| Submit Cancel

Pending  Approved  Denied

Slide notes

We are ready to Submit the Telework Request. Select next to continue.
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I:I ™
* WEBTA mmﬂ Inbox [5] | Settings | Help | Loy OQut

Ermployee Main Menu > Telework Requests =

Pending  Approved  Denied
Telework Request —O0——0—=C

ftems marked with an asterizk* are required.
Telework Type and Dates
Employee: DAVIS, BEN

* Telework

01 - Telework Home |Z|
Code

*Reason: | Inclement Weather [+]

Reason Notes

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action
Mar 20, 2015 = |Mar 20,2015 7 B:00am 4:00pm 8:00 8:00 Delete
03/23/2015 &7 p3r232015 = 8:00 0:00 Delete

Add New Row

Remarks

Approver
Comments

Slide notes
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Slide 87 - Slide 87

I:I ™
* WEBTA mmﬂ Inbox [6] | Settings | Help | Loy OQut

Ermployee Main Menu > Telework Requests =

Pending  Approved  Denied
Telework Request ———0——O—

|T' k request successfull

bl

ttems marked with an asterizk* are reguired.
Telework Type and Dates
Employes: DAVIS, BEN

* Telework

01 - Telework Home |Z|
Code

* Reason: | Inclement YWeather |Z|

Reason Notes

Start Date End Date Start Time Stop Tirme  Daily Hours Total Hours ' Action

Mar 20, 2015 = | [Mar 20, 2015 &7 B:00am 4:00pm g:00 g:00 Delete

Mar 23, 20145 = | Mar23, 2015 = | 12:00am 3:00am g:00 g:00 Delete

“Add New Row

Remarks
Approver
Comments
Activity Log

Action Date Marne Cornrnents
Submit 03/20/2015 04:43 PM DAVIS, BEN

| Submit | | Delete Request | | Cancel

Slide notes

Note the message indicating that the request was successfully submitted. The supervisor will receive a
message notifying them of the request and upon action from the supervisor, we will receive a
notification. If the request is approved, the hours will be added to the timesheet. Let's return to the Main
Menu using the Employee tab. Select next to continue.
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“WEBTA" gz

Inbox [6] | Settings | Help | Loy OQut

Ermployee Main Menu > Telework Requests =

Telework Request

Pending Approved Denied
—e—O0—0—

|T' k request successfully updated

1 bl

ttems marked with an asterizk* are reguired.
Telework Type and Dates
Employes: DAVIS, BEN

* Telework

01 - Telework Home |Z|
Code

* Reason: | Inclement YWeather |Z|

Reason Notes

War 20, 2015 = Mar20, 2015 [ B:00am 4:00pm §:00

— —

Mar 23, 2015 = Mar23, 2015 = [[12:00am 3:00am §:00

Add New Row

Remarks

Approver
Comments

Activity Log

Action Date Marne

Cornrnents
Submit 03/20/2015 04:43 PM DAVIS, BEN

| Submit | | Delete Request | | Cancel |

Start Date End Date Start Time Stop Tirme  Daily Hours Total Hours

§:00
§:00

Action

Delete |

Delete

Slide notes
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I:I ™
* WEBTA mmﬂ Inbox [7] | Settings | Help | Loy OQut

Employee Main Menu

Time Accounting
Tirmesheet Accounts

Timeshest Summary
Schedule
Frocessed Timesheets
Schedule Assignment
Leave Requests
Shifts
Premium Pay Reguests

7 Schedule Templates
Daollar Transaction Reguests

Leave Balances Messages

Schedule Send Message To Timekeeper
e Send Message To Superdsor

Repaorts Leave Transfer Program
e Leave Donations

Telework Requests Emergency Contacts

Telewark Agreements My Contacts

Continuation of Pay (COP)
COP Events

Slide notes

Let's take a look at the Inbox to see if the Supervisor has approved the request. Select next to continue.
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Employee Main Menu

Time
Timesheet
Timeshest Summary
Frocessed Timesheets
Leave Requests
Premium Pay Reguests
Daollar Transaction Reguests
Leave Balances

Schedule

Reports
Repaorts

Telewark
Telework Requests

Telewark Agreements

COP Events

“WEBTA" gz

Inbox [7] | Settings | Help | Log OQut

Continuation of Pay (COP)

10.2.66,121:18030/us datraining/Userbdes sage

Accounting

Accounts

Schedule
Schedule Assignment
Shifts

Schedule Templates

Messages
Send Message To Timekeeper

Send Message To Superdsor

Leave Transfer Program

Leave Donations

Emergency Contacts

My Contacts

Slide notes
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-
L1 1] ™
° WE BTA Employee Inbox [0] | Settings | Help | Log Out
Inbox - Messages for DAVIS, BEN
Priority  Subject Sender Date Message =
Telewark SADTSQD !
Request SYSTEM 14418 Telework Reguest approved for DAYIS, BEM by ROBINSOM, WWILLIAKM.
Approved e
P
Telewark SADT;D !
Reguest SYETEM 14359 Telework Request submitted by DAVIS, BEN.
Submitted far
i
Telewark SADTSQD !
Agreement | SYSTEM 4359 Telewark Agreement approved for DAVIS, BEN by ROBINSON, WILLIAM.
Approved e
i
Telewark EADTSN !
Agreement | SYSTEM 14748 Telework Agreement submitted by DAVIS, BEN.
Submitted T
Fhd
Telewark ;ADTSQD !
Request SYSTEM 34933 Telework Reguest approved for DAVIS, BEM by ROBINSOMN, WILLIAM.
Approved SR
Fhd
Telewark g‘;?u :
Request SYSTEM 34911 Telewark Reguest submitted by DAYVIS, BEN.
Submitted e
i
Telewark SADTSQD !
Agreement | SYSTEM 34791 Telewark Agreement approved for DAVIS, BEN by ROBINSON, WILLIAM.
Approved
P
Telewark EADTSN !
Agreement | SYSTEM 34608 Telework Agreement submitted by DAVIS, BEN.
Submitted S
Fhd
Dollar Mar 20,
Trancaction 2015 EOBIBS WAL AR bas annrowed o dollar traneaction regyect for § 25 00 starting on OFO2O01F for DAWVIS — =

Slide notes

Here, we can see the message indicating the request has been approved. So let's go back to the Main
Menu and verify the hours are on the timesheet. Select next to continue.
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-
L1 1] ™
* WEBTA - Inbox [0] | Settings | Help | Loy OQut
Inbox - Messages for DAVIS, BEN
Messages for DAVIS, BEN
Priority  Subject Sender Date Message Delete =
Telewark SADTSQD !
Request SYSTEM 14418 Telework Reguest approved for DAYIS, BEM by ROBINSOM, WWILLIAKM.
Approved e
P
Telewark SADT;D !
Reguest SYETEM 14359 Telework Request submitted by DAVIS, BEN.
Submitted far
i
Telewark SADTSQD !
Agreement | SYSTEM 4359 Telewark Agreement approved for DAVIS, BEN by ROBINSON, WILLIAM.
Approved F'.M ’
Telewark EADTSN !
Agreement | SYSTEM 14748 Telework Agreement submitted by DAVIS, BEN.
Submitted T
Fhd
Telewark ;ADTSQD !
Request SYSTEM 34933 Telework Reguest approved for DAVIS, BEM by ROBINSOMN, WILLIAM.
Approved S
Fhd
Telewark g‘;?u :
Request SYSTEM 34911 Telewark Reguest submitted by DAYVIS, BEN.
Submitted e
i
Telewark SADTSQD !
Agreement | SYSTEM 34791 Telewark Agreement approved for DAVIS, BEN by ROBINSON, WILLIAM.
Approved
P
Telewark EADTSN !
Agreement | SYSTEM 34608 Telework Agreement submitted by DAVIS, BEN.
Submitted S
Fhd
Dollar Mar 20,
Trancaction 2015 EOBIBS WAL AR bas annrowed o dollar traneaction regyect for § 25 00 starting on OFO2O01F for DAWVIS — =

Slide notes
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Employee Main Menu

Time
Timesheet
Timeshest Summary
Frocessed Timesheets
Leave Requests
Premium Pay Reguests
Daollar Transaction Reguests
Leave Balances

Schedule

Reports
Repaorts

Telewark
Telework Requests

Telewark Agreements

COP Events

“WEBTA" gz

Inbox [0] | Settings | Help | Loy OQut

Continuation of Pay (COP)

Accounting

Accounts

Schedule
Schedule Assignment
Shifts

Schedule Templates

Messages
Send Message To Timekeeper

Send Message To Superdsor

Leave Transfer Program

Leave Donations

Emergency Contacts

My Contacts

Slide notes
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Employee Main Menu

Time

“WEBTA" gz

Inbox [0] | Settings | Help | Loy OQut

ITimesheet

Timeshest Surmmary
Frocessed Timesheets
Leave Requests

Premium Pay Reguests
Daollar Transaction Reguests
Leave Balances

Schedule

Reports
Repaorts

Telewark
Telework Requests

Telewark Agreements

COP Events

Continuation of Pay (COP)

Accounting

Accounts

Schedule
Schedule Assignment
Shifts

Schedule Templates

Messages
Send Message To Timekeeper

Send Message To Superdsor

Leave Transfer Program

Leave Donations

Emergency Contacts

My Contacts

Slide notes
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“WEBTA" gz

Erployee Main Menu =

Timesheet

Employee:
Pay Period:
Work Time

Davis, Ben

05 - 2015 : Mar 08, 2015-Mar 21, 2015 * 3 |Z| Select Pay Period
Wed
i

Tue
310

Mon
3/09

Sun
308

Thu
3z

Time In
Time Out
Meal Time

Transaction

E|1 - Regular

Base Pay

01 - Telework
Hume Select Account

Work Time Total

Account

Select Account

Leave Time

Ahsence Start
Ahsence End

Trangaction Account
Leave Time Total
Daily Total

Dollar Transactions
Transaction
17 - Parking
Subsidy
17 - Parking
Subsidy
17 - Parking
Subsidy
17 - Parking
Subsidy

Account Date Amount
SE_MRCE12345678D
(Test DescriptionD)
SE_MRCS123456780D
(Test DescriptionD)
SE_MRCE12345678D
(Test DescriptionD)
SE_MRCE12345678D
(Test DescriptionD)

17 - Parkin SE_MRCES123456780 :
R T O Fri 3/06 5.00

4 T

Mon 3002 5.00

Tue 303 5.00
Wed 3/04 5.00

Thu 305 5.00

Fri
313

Sat
4

k1

Sun
35

Inbox [7] | Settings | Help | Loy OQut

Unva@ated “alidated Certified Sent
Timesheet Type: Regular
Status: Unvalidated
Man Tue Wed Thu Fri
36 T g g 3fz20
g:00
g:00
8:00

Slide notes

We can see that the Telework entry has been added to the Timesheet. We would still need to add an
account, as with other timesheet entries. Let's return to the Main Menu by selecting the Employee tab.

Select next to continue.
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Erployee Main Menu =

W E B.I-AN - Employee |

Inbox [7] | Settings | Help | Loy OQut

Timesheet

Employee:
Pay Period:
Work Time

Transaction
01- Regular
Elase Fay

Leave Time

Trangaction

Transaction
17 - Parking
Subsidy
17 - Parking
Subsidy
17 - Parking
Subsidy
17 - Parking
Subsidy
17 - Parking

Femiad

01 - Telework
Hume
o

Davis, Ben
05 - 2015 : Mar 058, 2015-Mar 21,2015 * 5

Time In
Time Out

Meal Time
Account
Select Account

Select Account

‘Work Time Total

Ahsence Start
Ahsence End

Account
Leave Time Total
Daily Total

Dollar Transactions

Account
SE_MRCE12345678D
(Test DescriptionD)
SE_MRCS123456780D
(Test DescriptionD)
SE_MRCE12345678D
(Test DescriptionD)
SE_MRCE12345678D
(Test DescriptionD)
SE_MRCS123456780

i SO R TP XY

Sun Mon
308 3/09

Date
hon 3002

Tue 303

Wied 3/04

Thu 305

Fti /06

|Z| Select Pay Period

Tue
310

Amount

5.00

5.00

5.00

5.00

5.00

Wed Thu
311 anz

[}

Fri
313

Sat
4

k1

Sun
35

Unva@ated “alidated Certified Sent
- S - =

Timesheet Type:
Status:

Regular
Unvalidated

Mon Tue ied Thu Fri
N6 T 318 3189 3120

m

g:00
g:00

a:00

Slide notes
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Employee Main Menu

Time
Timesheet
Timeshest Summary
Frocessed Timesheets
Leave Requests
Premium Pay Reguests
Daollar Transaction Reguests
Leave Balances

Schedule

Reports
Repaorts

Telewark
Telework Requests

Telewark Agreements

COP Events

“WEBTA" gz

Inbox [7] | Settings | Help | Loy OQut

Continuation of Pay (COP)

Accounting

Accounts

Schedule
Schedule Assignment
Shifts

Schedule Templates

Messages
Send Message To Timekeeper

Send Message To Superdsor

Leave Transfer Program

Leave Donations

Emergency Contacts

My Contacts

Slide notes
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Slide notes
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Slide 99 - Finish

Select the Finish button.

Slide notes
You have completed this lesson. To continue, select the Finish button.
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