Telework Application System My Approvals

First time into Telework Application System: your first time into
the Telework Application System you will be prompted to enter your
employee id for verification of who you are and connection between Core-
CT and O365. Enter your “employee id”.

This prompt will only appear once. System will remember who you are
going forward.
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Employee Verification
NOTE: This verification process is only needed the first time you access this system so we can verify your information against our record data
Please provide your employee ID number below. If your employee ID Number is less than 6 digits, please enter zeros at the front of your number to ensure it is six digits

Thank you

Enter Employee ID: [42345( Verify
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Home Page Overview



Please note that you will only see the portals you have access to.

1. My Requests: This button will display the form to submit a new Telework
Application request.

2. My Approvals: This button will display a page with all the employee
requests submitted awaiting your approvals or previously approved by
you.

3. Modify Approvers: This button will allow addition of approvers for those
Telework Applicants who do not have a supervisor or PCN/supervisor
listed in Core-CT.

4. Reporting Portal: This function will allow creating individual and group
reports for Telework applications.
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Welcome to the State of Connecticut Telework Portal

Z . Submit new and view previous requests Modify Agency Approvers
.\\ . /. .‘ | MyRequests ‘ Modify Approvers
WORK FR _ Q,M E For approvers to administer their areas of approval Access the Reporting Portal
[ . Y3 ‘ My Approvals J Reporting Portal
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From the “My Approvals” function within the Telework Application system.

1. Select the “My Approvals” button to go directly into your approval
dashboard.

2. You can also access the “My Approvals” dashboard or individual Telework
applications from the link within email notifying you that a Telework
application was entered. Email notifications example is displayed below.

3. To receive email notifications, you must go into the Telework system to be
validated by entering your employee id which will be verified against Core-
CT and 0365 email. Email notifications will not start until you are
validated by this system.
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A Telework Request has been assigned to you for review
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Stacey Ahern,
Atelework request for Geetha Natarajan is pending your approval.

Please review the raquest and make your recommendation or final decision here

You can view all of your pending and past spprovals here.
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Select the first link to go directly to the application submitted.
Or

Select the 2nd link to go into approval dashboard. This will allow you to view all
applications waiting for approval or applications previously approved.



The approval dashboard looks as follows:
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Pending: 1
D FirstName  LastName  Teleworking Address Work Email Core Business Hours Submission Date Request Type Approval Status Options
TWRA-1054 Geetha Natarajan 1 telework st geethanatarajan@ctgov 40 hrs/ § days 10/23/2024 12:16:45 PM Routine Telework Pending Approval Review “ Redsaign |
100tk . hartford ct 06108 J
hartford
a
06106
Approved: 2
D First Name Last Name Teleworking Address Work Emal Request Type Approval Status Options
TWRA-1052 Geetha Natarajan  telework st geethanatarajan@ct.gov 0 10/23/2024 181103 AM Routine Telework Recommended for Approval with Changes View
hartford
o
06106
TWRA-1009 Clayton Hoadiey telework ave clayton hoadiey@ct.gov 0 9/17/2024 1:27:14 AM ituational Telework Approved with Changes View
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You can review the telework application or reassign the application to someone
else to approve without approving first.

To reassign the telework application pending select the “Reassign” button.

To review the telework application pending select the “Review” button.

Review:



The telework application displays details of telework schedule for week 1 and
week 2. See screen print below.
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Telework Approval Details
Telework Requested By Geetha Natarajan

Modify Requested Schedule

Requested Week 1 Schedule Requested Week 2 Schedule
Week 2 - Friday
pvasElE ricay, Full Telework Day

Full Telework Day
Week 2 - Monday

Weelk 1 - Monday Full Telework Day

Full Telework Day
Week 2 - Tuesday

Week 1 - Tuesday Full Day in Office

Full Day in Office
Week 2 - Wednesday

Week 1 - Wednesday Full Telework Day

Full Telework Day
Week 2 - Thursday

Week 1 - Thursday Full Telework Day
Full Telework Day

Notes

Please check final approval if you're final approver or select the next approver

n £ Type here to search 4:

Modify

You can select “Modify Requested schedule” to change the schedule selected. See
screen print above. Selecting this button will allow you to change the schedule
day by day before approving or assigning to someone else.

Reassign

To Reassign the telework application to someone else, select the search icon and
type in the full name of person or *name to get a drop down of the individuals.
Select the person you want to reassign to and select “Select” button. Thereafter,
click the approval status and either select recommended for approval or
recommended for denial before sending.
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Lookup records

james gambie
Choase one record and dlick Select to continue
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Final approval Option

To make yourself the final approver of the telework application, select the final
approval icon, select approved or denied for approval status and hit the submit
button.
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Modify Requested Schedule

Requested Week 1 Schedule Requested Week 2 Schedule
Week 2 - Friday
vesLl oy Full Telework Day

Full Telework Day
Week 2 - Monday
Week 1 - Monday Full Telework Day
Full Telework Day
Week 2 - Tuesday
Weak 1 - Tuesday Full Day in Office
Full Day in Office
Week 2 - Wednesday
Weel 1 - Wednesday Full Telework Day
Full Telework Day
Week 2 - Thursday
Weak 1 - Thursday Full Telework Day

Full Telework Day

Notes
Please check final approval if you're final approver or select the next approver
Final Approval

Approval Status
Approved
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After you have processing pending telework applications, your approval
dashboard may look like below. Notice the various Approval status.
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Pending: 0
Approved: 3
) First Name Last Name Teleworking Address Work Email Core Business Hours Submission Date Request Type Approval Status Options
TWRA-1054 Geetha Natarajan 1 telework st geetha natarajan@ct gov 40 hrs/ 5 days 10/23/2024 120645 PM Routine Telework Approved View
100 telework st, hartford, ct 06106
hartford
a
06106
TWRA052  Geetha Natarajan telework st geethanatarajan@ct.gov sohs 10/23/2024 111103 AM Routine Telework Recommended for Approval with Changes = ‘
hartford =
06106
TWRA-1009 Clayton Hoadley 1telework ave clayton hoadley@ct.gov a0tws 9/17/2024 11274 AM Situational Telework Approved with Changes View ‘
Windham
T
06280

- BT




Questions or Issues

Please send any questions or issues to email.

TeleworkAppSupport@ct.gov
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