
Recording Telework in WebTA 

 

1. Click the “+” to add a new Work Time row. 

 

2. Click “Telework Home – Situational” or “CRS – Off Site – Situational”. 

 
 

 

3. Click the “Select Work Time Transaction” button to add the transaction to the timesheet. 

 
 

4. Enter the hours of telework in the row. 

 


