INTEGRATED TIME AND ATTENDANCE SYSTEM (ITAS):
TELEWORK FOR LEAVE APPROVING OFFICIALS (LAOS)

LOGGING IN 8Trust
USE YOUR PIV CARD AND PIN o
To log into the Integrated Time and Attendance system (ITAS) go to o sy s s

https://itas.nih.gov. Click on the login button and use your PIV Card n& e

For assistance, read the instructions for
and pin. If you are exempt from using your PIV card, click on login e —
without PIV link.

PIV Exempt Login - users who have been authorized may login without EIV here

MANAGE TELEWORK

Clicking on the Manage Telework link on the left navigation displays the Manage Telework screen. This screen
lists all assigned employees and information relating to an employee’s telework eligibility. In order to add,
remove or update an employee’s Telework eligibility, click on the Telework Details button next the employee’s

name:

Appreving Official =Y ITAS Integrated Time and Attendance System

Melissa R. McKenna

» Approve Leave

» Approve Timecards Manage TE|EWOI'|(

» Approve for...

» Approve Tours Employee Telework Details Status Type Start Date Expiration Date Termination Date

» Designate Alter _ates =
l Bell, Alexander Telework Details

» Manage Telework Bocelli, Andrea Telework Details

Eligible for Ad hoc and Regular Telework Ad hoc and Regular 01/01/2012 01/01/2013 MNIA

Dle for Ad hoc and Regular Telework Ad hoc and Regular 010172012 0110172013 MNiA

» Approve ierework
» Approve Telework Tour Hendrix, Jimi ﬁ'elework Detailﬂ Eligible 19

&d hoc and Regular Telework Ad hoc and Regular 01/01/2012 01/01/2013 NIA

To manage an Employee’s eligibility Status
I. Insert a start date
2. Select a specific eligibility Status b s
3. Click OK*

i Time and Attendance

Manage Telework Details

» Manage Telework
» Approve Telework Camrani Statise Eligible lor Ad hoc and Regular Telework

Stan Date (010172012 Expiration Date [01/01/2013 Terminstion Date

Type: Ad hoc and Reguiar

» Approve Telework Tour

To remove an Employee’s Telework eligibility:
|I. Insert a Termination Date

2. Select a specific ineligibility Status e (MR SR ToensR £
. . » About ITAS Termination

3. Select the Termination Reason ety o

4. Click OK* it

I Changs i Conduct, Duties. and Pesformance
™ Emgloywe Decision

Lok | | Resa |

APPROVE TELEWORK

When logging into ITAS, the LAO’s message screen will include a message to review unapproved Telework
requests (if any requests exist.) Clicking on that message (or clicking on Approve Telework on the left
navigation) displays the Approve Telework screen. This screen allows the LAO to approve or deny Ad hoc
Telework requests for his / her Employees.

*Will generate email to Employee and LAO
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https://itas.nih.gov/

To Approve / Deny an Employee’s Ad hoc

Telework request:

I. Click on the Ad hoc reminder
message ‘ ) prEEnme @} [TAS | Integrated Time and Attendance System
2. To Approve: Click on Approve radio
y » Approve Leave
button next the Employee’s name T S
: : e pa ITAS Messages
3. To Deny : Click on Deny radio b Appircve Tours
button next the Employee’s name ¢ BEsiGnate AUEMAtEs
» Manage Telework
4. |nsert comments (required » Approve Telework Welcome to ITAS Melissa R. McKenna. Current Date: 06ffa#5012 03-55 PM
H kApRrovETelework Tour Reminder: You may wish to review unapproved telework requests
for denials) T : :
5. Click OK* » ITAS Messaqes One or more of your employees has requested an adhoc telework day.

APPROVE TELEWORK TOUR

When logging into ITAS, the LAO’s message screen will include a message to review unapproved Telework tour
of duty change requests (if any requests exist.) Clicking on that message (or clicking Approve Telework Tour
on the left navigation area) displays the Approve Telework Tour Change Request Screen. This screen allows
LAOs to approve/deny the Tour of Duty changes that contain regular Telework days.

To View an Employee’s Telework Tour Change Request
Click on the Telework TOD Reminder
Click on the Employee’s name
Review the Tour of Duty

Click on Regular for more detail
Insert Comments

Click Approve or Deny as applicable

Ona or more of your smgloyees has rauested an dhoc belewor day

o hwWN —

Elemndar You iy wish 1o tesew wnacgred beiswork tour of duly changs rscuests.

Ona o more of your emgployees has requesied 3 tebewark tour of duty changs
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*Will generate email to Employee and LAO
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