
ATAAPS Guide to Inputting Telework Hours 

1. Click on the Labor link from the Main Menu. 

 

2. Enter your Time and Attendance using the InsertRow button on Menu bar.  
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3. Enter your work hours in the space provided and click Save.  

 

 

 

4. Click on the Nt/Haz/Oth button on the Main Menu and then click on the Add link 
under your assigned telework day.  
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5.  Select your Reason Code (1) from the scroll down list. Then place a check mark in 
the Box (2) under  your assigned Telework day(s). Then click the Reason button (3). 

 

 

 

6. Your Telework days should be coded TW (Regular), TS (AdHoc/Situational or TM 
(Medical). Complete process by clicking the Save button.   
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