
DAS Time Reporter User Guide 

Telework Application System 

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. 
Mezzio, Mario 



Home Page Overview 

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. 

How to Submit a Telework application 

1. Select the “My Requests” button. 
2. Telework system will populate your Core-CT information into your Telework 

application. Below is an example. 



3. Start your Telework application by selecting the “Start Application” button. 
4. Telework system displays an agreement each time you enter a new or revised 

telework application. 
5. You must “Agree” to Telework policy statement or you cannot proceed. 



6. You enter the “Semi-Annual Telework Application Request Form” where you 
can review your pre-populated information from Core-CT within your 
Telework application.  

7. If Telework application does not have correct information, please select the 
search button which will display all allowable selections and select corrected 
information.  Below is an example. 

8. Enter your Telework address (mandatory fields are designated with an *). 

9.  Enter your 2nd Telework address if allowed and applicable. 

10. Select the type of Telework Application you are requesting. 
a. Routine Telework 
b. Situational 
c. New Hire 



11. Select the answers to the following 4 questions (system defaults to most 
common however, you should change answer if your answer is different). 

a. Is this telework application consistent with your current telework 
schedule? (yes or no). 

b. Are you currently in an initial working test period? (yes or no). 
c. Are you in your first year (365 days) of employment with the State? 

(yes or no). 
d. Are you currently in a promotional working test period? (yes or no). 

12. In Week 1 and Week 2 schedule for each day select 
a. Full Day in office 
b. Full Telework Day 
c. Half Day in Office 
d. I don’t work this day due to an AWS 

13.



14.Select Submit to send the request to your supervisor or approver identified 
within the system. 

15.You will receive an email confirming you application was submitted. 
16.You can view your application and the approver in the system through the 

link provided or using your dashboard. 
17.You approver will receive an email notifying that you submitted a request. 

Note: All fields with an asterisk (*) are required. 

Questions or Issues 
Please send any questions or issues to email. 

TeleworkAppSupport@ct.gov

mailto:TeleworkAppSupport@ct.gov

