
1. Click the NtDiff/Haz/Oth button to expand the timecard.

2. Click the Add link on the Hz/Oth line for the day and Regular or Premium Type Hour for which the 
Teleworking code should be applied.

3. Select the appropriate Teleworking code from the Reason list (below the Representational codes) on 
the Employee Information box.

4. A marked check box is indicated for the day selected (the day where the Add link was clicked).  Select 
additional check boxes if the selected Teleworking code should also be applied for those days.

5. Click the Reason button to accept the selection.

6. The Teleworking code displays in the timecard as a hyperlink on the Hz/Oth line for the days selected.

7. Click the Save button to save all entries.

8. Click the NtDiff/Haz/Oth button to collapse the timecard to the lines of labor.

Steps to Select Telework Options in ATAAPS



1. Click the hyperlink to return to the Extended Labor Attributes screen where the Teleworking code and 
definition are highlighted.  

2. Then, click the Remove button to remove the code from the timecard, or click the Cancel button to return 
to the timecard.

3. Click the Save button to save all entries.  

4. Click the NtDiff/Haz/Oth button to collapse the timecard to the lines of labor.

Steps to Remove Telework Options in ATAAPS













To Remove the Telework Code in ATAAPS follow Guidance Below: 


