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1.  Why is it important that I record my telework in our time and attendance system?

Information about telework is reported to the Office of Personnel Management and the Congress.  Bureau, Office and Department leaders make decisions about telework, staffing and space based on telework information in our time and attendance systems, so we need to have accurate information.

2.  How do I record my time in Quicktime (for all DOI organizations except BOR)?

When completing the timesheet, the employee or timekeeper should click the cursor in the Telework Indicator (TI) column (to the right of the Account Number – see Figure 1, below) to access the Telework Indicator Codes.
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Figure 1 - Telework Indicator (TI) Column

Figure 2 shows the list of Telework Indicator Codes, which are indicated by a specific uppercase letter. The list that follows Figure 2 outlines the definitions for these codes. The Telework Indicator Code is to be used by employees or timekeepers in the Quicktime system to indicate the employee’s particular telework status attributed to the specific number of hours during that payroll period.    
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Figure 2 - Telework Indicator Codes

1. A - Frequent Regular Telework Center.  Employee teleworks at an established telework center at least 3 days per week on a regular, recurring basis.  
1. B - Frequent Regular Alternate Telework Center.  Employee teleworks at a work site other than an established telework center at least 3 days per week on a regular, recurring basis.
1. C - Frequent Regular Employee Home.  Employee teleworks at home at least 3 days per week on a regular basis.
1. D - Regular Telework Center.  Employee teleworks at an established telework center at least 1-2 days per week on a regular, recurring basis.
1. E - Regular Alternate Telework Center.  Employee teleworks at a work site other than an established telework center at least 1-2 days per week on a regular, recurring basis.
1. F - Regular Employee Home.  Employee teleworks at home at least 1-2 days per week on a regular reoccurring basis.
1. G - Periodic Telework Center.  Employee teleworks at an established telework center less than once per week, but at least once a month.
1. H - Periodic Alternate Telework Center.  Employee teleworks at a work site other than an established telework center less than once per week, but at least once a month.
1. I - Periodic Employee Home.  Employee teleworks at home less than once per week, but at least once a month.  
1. J - EMRG/INT COOP Telework Center.  For continuity of operations (COOP) purposes, employee teleworks at an established telework center on an emergency/intermittent basis for a period of not more than 30 days.
1. K - EMRG/INT COOP Alternate Telework Center.  For continuity of operations (COOP) purposes, employee teleworks at a work site other than an established telework center on an emergency/intermittent basis for a period of not more than 30 days. 
1. L - EMRG/INT COOP Employee Home. For continuity of operations (COOP) purposes, employee teleworks at home on an emergency/intermittent basis for a period of not more than 30 days.   
1. M - EMRG/INT Pandemic Telework Center.  Due to a designated pandemic, employee teleworks at an established telework center on an emergency/intermittent basis for a period of not more than 30 days. 
1. N - EMRG/INT Pandemic Alternate Telework Center.  Due to a designated pandemic, employee teleworks at a work site other than an established telework center on an emergency/intermittent basis for a period of not more than 30 days.  
1. O - EMRG/INT Pandemic Employee Home. Due to a designated pandemic, employee teleworks at home on an emergency/intermittent basis for a period of not more than 30 days.    
1. P - EMRG/INT Practice Telework Center.  Employee teleworks at an established telework center for a period of not more than 30 days to practice for a continuity of operations (COOP) or pandemic situation. 
1. Q - EMRG/INT Practice Alternate Telework Center. Employee teleworks at a work site other than an established telework center for a period of not more than 30 days to practice for a continuity of operations (COOP) or pandemic situation. 
1. R EMRG/INT Practice Employee Home. Employee teleworks at home for a period of not more than 30 days to practice for a continuity of operations (COOP) or pandemic situation.  
3.  How do I record my time in Electronic Time and Attendance System (E-TAS) (for BOR employees only)?

Steps to Enter Time:  Employee Teleworks on Monday 

Employee is authorized to participate and begins to telework. Make sure the proper pay codes are used; in this example, pay code 010 is used for regular time, and pay code 230 for credit hours earned.  

After entering telework hours/time you will then select the “Details” on the same line of your timesheet as shown in red on the right hand side of the example.
Please note that this employee teleworked only on Monday, all non-telework hours worked are entered on a separate line to keep telework hours distinct from non-telework hours.  
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Once you open the details section you will see “Telework Type”, click on the drop down box.  You will need to do the same for the 1 hour/credit hours line.
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From the drop down box select the most appropriate telework type code, 
For example “I” = Periodic Telework from Employee’s Home 
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After selecting the “Telework Type”, enter your explanation or reason for telework in the work notes field.  Management and/or supervisors will decide if this is required.   
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4.  Who do I contact if I have questions?

Contact your supervisor or your timekeeper. 
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