Bt resources s T@lework!/ I’ef\ée 1I3equest Form pETLENT
Quick Reference ELEa D
To use the Telework/Leave Request form, log into your Mi- —— —
crosoft Office 365 account. HUMAN RESOURCES
1. Open a Chrome browser and navigate to: Telework Eligibility 20257 100 S5 TISNT S0l B30 00 She ansars muen, the semaining

http://tinyAPS.com/?RemLeave
2. Sign in with your APSusername@apsk12.org and APS

password.

NOTE: If this is your first time using the form you may see the
screen below. Click Allow to continue.

Almost there ...

needs your permission to use:

Office 365 Users

APSFORMSCENTER@apsk12.0rg ———

Signed in View permissions N L
Befors submiting a tickes, plesce be sures 2l mﬂ:;:’::m enemred or it will e in 3 delay n resokang

SharePoint ==

APSFORMSCENTER@apsk12.0rg S oot

Signed in View permissions

NOTE: If you select “Submit”, your request will be submitted to the Office of
Employee Relations (OER) for review. You have completed the form. The form
will close and return you to the Dashboard view.

Entering a Request - ‘Americans with Disabilities Act
(ADA)’

APS TELEWORK REQUEST
HUMAN RESOURCES

Welcome Stephanie Johnson-Bey

Do I qualify for an ADA accommodation?

Amla lified individual with a di under the Americans with ® Yes O No

Creating a Telework/Leave Request Diesiiies A CAOA)

Do I require rking as a ac for my O Yes O No

APS TELEWORK REQUEST

HUMAN RESOURCES 1. Answer questions as they apply to you
Welcome Cynthia Nelson 2 C|ICk Submit or Continue.

Click here to initiate your request.

NOTE: If you answer Yes to the ADA questions and click “Submit”, your re-

1. Click “here” to initiate your request. quest will be submitted to the Office of Employee Relations (OER) for review.
2. Answer all questions that apply to your personal telework or You have completed the form. The form will close and return you to the Dash-
leave request situation. board view.

3. Enter the following:

e  The primary reason for your request (if box appears)
Attach any documentation you have for your request
Date of Birth
Date of Start and Finish Telework / Leave Request
Primary Location
Best Phone Number where you can be reached

e  Enter Time Keeper’s Name (last name, first name)
4. Click Submit or Continue.

For Questions: Contact Human Resources at 404-802-2345 OR OffEmpRelations@atlanta.k12.ga.us



http://tinyaps.com/?RemLeave

Entering a Request - ‘Leave Options’
1. Answer all questions on this page.

Viewing the Request Form ‘Dashboard’

You will have access to the Dashboard to check on the status of your
request. You will be able to view the request(s) you have submitted

2. Ifit does not apply click No. and responses to your request(s).

APS TELEWORK REQUEST

1. Navigate to http://tinyAPS.com/?RemLeave

HUMAN RESOURCES
Welcome |ennifer Lang

Do | qualify for any Leawe [Answer ALL Questions)

2. Review the Request Dashboard

APS TELEWORK REQUEST

HUMAN RESOURCES
Welcome Stephanie Johnson-Bey

O Mo

Click here to initiate your request.

e Request Dashboard

» HRTELEWORK-333333 (Stephanie Johnson-Bey)
Waiting for Office of Employes Relations responze

H
@ Ha Date of last action: 10/5/2020 11:03 AM

@ HRTELEWORK-333339 [Stephanie Johnson-Bey)
Waiting for Office of Employes Relations responze
Diatz of last action: 10/5/2020 11:02 AM

3. Click Submit.

For Questions: Contact Human Resources at 404-802-2345 OR OffEmpRelations@atlanta.k12.ga.us



http://tinyaps.com/?RemLeave

