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Employee can navigate to 

Telework Agreement using 

these breadcrumbs: 

Drop Down MDJ My Page – 

Employee Self Service 

Employee HR Forms 

Telework Agreement 
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Employee My HR page will show the Telework Agreement after the final approval by Payroll. 

 

 

 

 

 

 

Enter Telework End Date (End of a Pay 

Period). Select the magnifying glass to open 

a list of dates. 

Enter Average Days/Month- number of 

days in the month. 

Click on the days of the week you will be 

teleworking. NOTE: If Ad Hoc is selected, no 

other days can be selected, and vice versa. 

If it is your first time filling out a Telework 

Agreement, or you have switched 

positions/locations/supervisor, you will 

need to attach the Telework Plan. 

Click Add Attachment. 

Click Browse to find the Telework 

Document PDF.  

Click Upload to upload the document 

selected to your Telework Request.  

Click Submit. 
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You can check the Approval status of your 

Telework Agreement at any time. Navigate 

to the bottom of the Telework Agreement 

to see where it is in the approval process. 


