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A. Introduction

On August 23, 2021, the DOI telework agreement request and renewal process migrated from the
Microsoft 365 platform to DOI Talent. The DOI Talent Telework Certification courses envision a
continuation of the two-way discussion between employees and supervisors regarding telework
responsibilities and the requested telework arrangements via the DOI Telework Agreement Form (DI-
3457). The DI-3457 is now a PDF form housed exclusively in DOI Talent. Consistent with the
Departmental telework policy, employees will also complete an annual re-certification in DOI Talent.

The Telework Certification process consists of the following courses:
DOI Telework Agreement Form (DI-3457) Initial Certification Course
(Initial Certification Course), and
DOI Telework Agreement Form (DI-3457) Annual Recertification Course
(Recertification Course).

The purpose of this guide is to lead you, the employee, successfully through creating a new DOI
Telework Agreement and the annual telework agreement recertification process.

B. For DOI Employees who Completed a Telework Agreement in 2019 or Later

On August 23, 2021, most DOI Telework Agreements approved in 2020 and 2021 were migrated
from Microsoft 365 to DOI Talent. If you are unsure of the date of your last approved telework
agreement, you can search for the approval email notification in your email inbox. Place the following
information in your Microsoft Outlook search bar: Telework Approval (DI-3457) and hit enter.
Conversely, your Bureau/Office Telework Coordinator may have your telework agreement data.
Please use the list here to contact the appropriate Bureau/Office Telework Coordinator.

1. Employees with Telework Agreements Approved prior to January 1, 2020

If your telework agreement was last approved prior to January 1, 2020, your telework agreement
details were not migrated to DOI Talent. You will need to enroll into the initial certification course to
continue teleworking. Please skip to Section C. of this document.

2. Employees with Telework Agreements Approved after January 1, 2020

a. If your DOI Telework Agreement was approved after January 1, 2020, you should confirm that a
completed Initial Telework Course exists in your Record of Learning. Visit DOI Talent/My
Learning/Record of Learning/Courses tab and then visit My Learning/Record of
Learning/Certifications tab to view your current training status.

e |If there is no record of an initial telework certification course completion in your Record
of Learning, you will need to enroll in and complete the initial certification course to
continue teleworking.

e Employees whose agreements were loaded successfully into DOI Talent will receive a
system-generated email two months before their current agreement is set to expire,
instructing them to submit the annual recertification using DOI Talent.
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C. Check the Required Telework Training in DOI Talent-For all DOl Employees

1. Before initiating the telework agreement certification process, all employees must complete the
required telework training (“Telework Fundamentals—Employee” or “Telework 101 for Employees”).
To determine if they have a record of completion in DOI Talent for the OPM Telework training,
“Telework Fundamentals-Employee,” or the older course, “Telework 101 for Employees,” employees
can check their Record of Learning as shown below in Figure 1.

# doitalentibcdoigov

My Learning » Find Learning w Performance w Reports Help External Requests

My Bookings
OPERATIOMNAL ALERTS )
Learning Plans

Recommended Browse Record of Learning t when accessing DOI Talent. DO NOT USE IE 11.

SYSTEM NOTICE: DOI

(oo foE e e nance updates beginning Thursday, July 29 at 4:00 PM MT. The system
by Monday morning, A Y 9

derstanding.
DID YOU KNOW? You can adjust the font size in DOI Talent by using the "Zoom™" feature in your browser? Hold the 'Ctrl’ key d

MNotice of Monitoring and Privacy Act Statement (opens in a separate tab): https://fedtalent.ibc.doi.gov/local/sitepolicy/

Figure 1-How to Access “Record of Learning in DOI Talent Home Page

2. The Record of Learning is a record of all of your training in DOI Talent as shown in Figure 2
below. You can quickly check your completion status of the “Telework Fundamentals-Employee”
course by using the Search function in the Record of Learning. Enter “Telework Fundamentals -
Employee” in the Course Title Search, and the course will appear in the Course Name Row if you
started it. If nothing appears in the results, and you started working for DOI after 2018, you will need

to take the “Initial Telework Agreement Form Certification Course,” to access the required
telework training.

Record of Learning : All Courses

1 record shown
Are you looking for all the in-person sessions or webinars you've signed up for or attended in the past?_You'll find that list HERE.

if you reguire evidence of completion, you should search your record of leaming for the course you are concerned with and then export the results to PDF. The export function is located at the
bottom of this page.

= Search by
Show more...
Save this search
View a saved search... Choose.. v
ShowyHide Columns
Course
completion date CPE Previous P GAGAS CPE GAGAS CPE
Course Name Course Shortname - Progress Hours ‘Completions Enrolled  Hours Duration Hours 80 Hours 24/80 Plan
OTelework Fundamentals  OPM_EMP_TELBWORK 26 Jun 2019 [ 00 O] 23Apr 00 Thour 00 0.0
Emo inin 2019

Figure 2-Record of Learning
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3. Employees who were early adopters in telework may have completed the required training through
the previous DOI learning management system. Employees who may have completed the required
telework training prior to 2018 via the previous learning should take the following steps to verify
course completion. From the DOI Talent homepage, go to the My Learning tab, click the drop-
down arrow, and select Record of Learning. Then click on the grey box “Other Evidence” as
shown below in Figure 3. Scroll through the training classes listed to see if there is a record of you
completing the telework training titled “Telework 101 Employees” or “Telework Fundamentals-
Employee.”

LEARNING

Record of Learning : All Courses

Learning Plans

* Manage plans COURSES OBJECTIVES PROGRAMS OTHER EVIDENCE CERTIFICATIONS
Active Plans

Figure 3-Other Evidence

4. If you do not see a record of completion using either of the two methods mentioned above, you will
need to enroll in the course titled “DOI Telework Agreement Form (DI-3457) Initial Certification
Course,” to complete the required telework training. Please go to Section D. DOI Telework
Agreement Form (DI-3457) Initial Certification Course of this document for detailed instructions on
how to enroll in the course.

5. If you are a new DOI employee but have a record of completion (e.g., certificate) of the OPM
Telework Training titled “Telework 101-Employees,” “Telework Fundamentals-Employee,” or
other equivalent telework training from another agency, you can upload your completion
certificate to DOI Talent by using the Other Evidence button found in the Record of Learning as
shown in Figure 4 below.
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Record of Learning : Other Evidence

99 records shown t

v Search by
Evidence name £ contains il
Evidence Type © isanyvalue % || Cerfificate of Completion W
View a saved search... Choose. v

Manage searches

Add evidence «

Show/Hide Columns

Figure 4-Uploading Other Evidence to DOI Talent

D. DOI Telework Agreement Form (DI-3457) Initial Certification Course

1. If you are a new DOI Employee, if you haven’t completed a DOI Telework Agreement since
2019, or your 2020 completion wasn’t migrated successfully, you will need to enroll in and
complete the Initial Certification course. Login to DOI Talent, click the Find Learning tab,
then Courses. Enter “DOI Telework Agreement Form (DI-3457) Initial Certification
Course” in the Course Name search bar as shown in Figure 5 below. Once the course

appears, click on the blue ﬂ in front of the course title to enroll in and launch the course
as shown in Figure 5 below.
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Home My Leaming v  Find Leamning »  Perfamance v Reporis

Courses
Courses Programs Certifications Calg Programs

Certifications
Home / Courses ' Search Calendar

Search Courses: 1 record shown

This is the course catalog view. Use the search boxes to type in keywords to find the training you are interested in.

= & BUHLERRIOIM. @ ~

Remember, when searching, simplicity is key. For example: type “leadership” instead of “leadership qualities™ or “natural resource” instead of “preserving natural resources”.

About Enrolling in Courses and Signing-Up for Seminar Events:

s In order to sign-up for a scheduled event, you might be presented with an “enroll me" option. NOTE: This does not place you on any roster. YOU MUST choose a date and then click "Sign-up™ for that specific date.

Be sure to change the Course Status = ‘A’ so you only see courses that are Active.

v Search by
Course Status: MUST SELECT A" © any value ¥
Course Name € contains v al telework
Course Shortname € contains v
Responsible Bureau & any value v

s any value v :] Include sub-categories?
searen m

Course Category (multichoice) @

Show more...
~ Filter by Search m
by
Type ©
Blended (0) Course Course Course  Responsible
E-learning (1) lcon Course Name = Shortname Type Bureau
Seminar () DOI- E- Office of the
EMP_TELEWORK- learning  Secretary
nitial
Content €
N . . Certification
|5 Assignment (1) GerEs
& Book (01

Clear

Training Course
Requires Tuition Date
Approval Costs Content Duration Contact Name/Email Category Created
Telework 0.00 Ze0 1hour Joy M. Under 215ep
agreements L3 Buhler/joy_buhler@ics.doigov  Development 2018

Figure 5-Course Search

Completing the Course:

2. Employees who have not yet completed the Telework Fundamentals training must complete
the telework course provided in step 1. Be sure to check the box on the right once the

Telework Fundamentals course is completed.

(Employees who have previously completed

the training course can self-certify by clicking on the box to the right as shown below in

Figure 6.)

1. Take the Online Training Module from OPM

If you hawve previously completed the course “Telework Fundamentals for Employees” you may mark this item complete by checking the box to the right.

If you have not previously completed this course you must click the link below, complete the course and then mark yourself complete by checking the box to the right

By checking the box to the right, | hereby attest th

= Telework Fundamentals - Employee Training

I have completed the course: “Telework Fundamentals for Employees™.

Figure 6-Telework Training Certification
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3. TIP: Employees completing the online Telework Fundamentals training should know the next
button is the arrow on the right side of the screen, as shown below in Figure 7.

Telework Fundamentals - Employee Training

References Menu Help

Employee Training: Essentials of Telework

Accessibility Settings

All of the screens in this course are narrated. Would you like to enable the course narration audio?
Please note that if you select No:
« You will NOT miss any content
« You WILL still hear audio for course features such as videos, scenario feedback, and other special popups.

O Yes
© No

Would you like to enable closed captioning (CC) for the videos in the course?

O Yes
O No

Select Next to begin.

Figure 7-Next Button in Telework Fundamentals-Employee Training

4. Steps 2-6 in the Initial Certification Course are the same as steps 1-5 in the Recertification
Course as shown in Figure 8. Please continue to the next section of this document for additional

instruction on completing this course.

Your progress €
Instructions for Establishing Your Initial Telework Agreement

The purpose of this course is to record the initial telework agreement certification. The course envisions a two-way discussion between employees and supervisors
regarding telework responsibilities and the requested telework arrangements. Employees only need to complete this Initial Telework Agreement Certification course
once. Thereafter, the DOI Telework Agreement Form (DI-3457) Annual Recertification Course will be utilized for Annual Recertification.

The following steps must be completed:

1. Take the online Telework Fundamentals training module via the link below.
2. Download/Read the PDF doci t titled, “Highlights of Departmental Telework Program Policy.”
3. Download and complete the fillable PDF form, DOI Telework Agreement Form (DI-3457), apply your electronic signature, and email your supervisor, requesting

they review and approve the form.
4., Submit the approved DOI Telework Agreement Form (DI-3457).
5. Indicate the type of telework agreement.
6. Certify your understanding and that the process is complete.

Figure 8-Instructions for Establishing Initial Telework Agreement

E. DOI Telework Agreement Form (DI-3457) Annual Recertification Course

1. The Annual Recertification Course is for employees to renew their agreement each subsequent
year after completing the Initial Telework Agreement course. If you are unsure of your DOI Talent
training status, please refer to Section C. Initiating a DOI Telework Agreement in this document.

2. The steps 1-5 in the Annual Recertification Course are the same as steps 2-6 in the Initial
Certification Course as shown in Figure 9 below. Employees completing either course should follow
the rest of this guide to finish completing their certification.
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Your progress €@
Instructions for Recertifying Your DOI Telework Agreement Form (DI-3457)

The purpose of this course is to record the annual telework agreement recertification. The course envisions a continuation of the two-way discussion between employees and supervisors
regarding teleweork respeonsibilities and the requested telework arrangements, via the DOl Telework Agreement Form (DI-3457).

The following steps must be completed:

1. Download/Read the PDF document titled, “Highlights of Departmental Telework Program Policy.”

2. Download and complete the fillable PDF form, DOl Telework Agreement Form (DI-3457), apply your electronic signature, and email your supervisor, requesting they review and
approve the form.

3. Submit the approved DOl Telework Agreement Form (DI-3457).

4. Select the type of telework agreement.

5. Certify Understanding/Process is complete.

Figure 9-Annual Recertification Instruction.

F. The Highlights of the Departmental Telework Program

1. Download and read the DOI Telework Policy Highlights. Click the link to access the Highlights of
Departmental Telework Program Policy as shown in Figure 10 below. The File will appear at the
bottom of the screen as a download. Open the document and read the document. Once complete,
be sure to check the box on the far right side of the screen certifying that you read the DOI Telework
Policy Highlights before moving to the next section of this document.

1. Download/Read DOI Telework Policy Highlights
[ Click this link to access the Highlights of Departmental Telework Program Policy Q «
Figure 10-Download the DOI Telework Policy Highlights

G. The DOI Telework Agreement (DI-3457)

1. Be sure to initiate a discussion with supervisor about your telework responsibilities and
expectations before you complete the DI-3457.

2. Next, download the DI-3457 form. The File will appear at the bottom of the screen as a
download. Open the document and complete it in Adobe Acrobat and not your web browser’s
System Viewer. Once you have completed the form, digitally sign, and email it to your supervisor, as
shown below in Figure 11. If needed, remind them to return the approved form to you so you can
upload the form into DOI Talent.

2. Download and complete the Telework Agreement Form (DI-3457)

(5 DO Telework Agreement Form (DI-3457) PDF document «

Download this form.

Complete the form and digitally sign.

Email to your supervisor for their signature.

Request your supervisor return the approved form to you.
Submit the approved form below.

Figure 11-Telework Agreement Form Instructions

DOI Talent Telework Certification Courses Handbook-8



3. Once the telework agreement is approved, upload the agreement to the course by clicking the
text, “Click here to Submit Approved Telework Agreement Form (DI-3457) Assignment” as
shown in Figure 12.

3. Submit Completed Telework Agreement Form (DI-3457)

[53Click Here To Submit Approved Telework Agreement Form (DI-3457) « ® «

Figure 12- Submit the DOI Telework Agreement Form (DI-3457)

4. If the agreement is not approved, the employee should not proceed and can unenroll from the
course by clicking the administration block on the left margin as shown in Figure 13.

ADMINISTRATION =

' Instructions for Recertifying Your DOI Telework Agreement Form
* Course administration The purpose of this course is to record the annual telework agreement recertification. The course envisions
[#£Turn editing on regarding telework responsibilities and the requested telework arrangements, via the DOI Telework Agreem

Completion editor
hd stor The following steps must be completed:

» Lsers

&« Urenrall me frem DOI_EMP TELEWORK-RECERT ownload/Read the PDF document titled, “Highlights of Departmental Telework Program Policy.”

» Reports ownload and complete the fillable PDF form, DO Telework Agreement Form (DI-3457), apply your ele
approve the form.

3. Submit the approved DOl Telework Agreement Form (DI-3457).

4, Select the type of telework agreement.
%. Certify Understanding/Process is complete.

B Grades

¥ Switch rale to.

I Pimecclaod Mmoo d M Tala ool Al LIl E 2

Figure 13- How to Unenroll from the Course

5. Click the Add File icon on the left side of the screen, as shown in Figure 14 below. Then drag and
drop the File here as shown below

Click Here To Submit Approved Telework Agreement Form (DI-3457)

. 0 Maximum size for new files: 10MB, maximum attachments: 1
File submissions
G G nmEE
i 4=

You can drag and drop files here to add them.

Figure 14- Upload the DOI Telework Agreement Form (DI-3457)

6. The File Picker window will then open. Click the Choose File button and select the signed DOI
Telework Agreement from your supervisor. In the “Choose license field,” use the drop-down arrow
and select “Public Domain.” Then click the green button, Upload this File as shown below in Figure
15.
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Home  Myleaming v Findleaming v  Performance v Reports  Help  Extemnal Requests @~ = A BUHLERIOYM. @ ~

Home | Courses - Under Development = DOI-EMP_TELEWORK-Initial - Submit Completed Telework Agreement Form (DI-3457) - Click Here To Submit Approved Telework Agreement Form (DI-3457) | Edit submission
H UNDER DEVELOPMENT: DOI TELEWORK AGREEMENT (@) S — R — p— — — "
< 7)

FORM (DI-3457) INITIAL CERTIFICATION COURSE File picker DI -3457)

- == = Maximum size for new files: 10MB, maximum attachments: 1
B9 Recentfies RET P
o » Participants ==
28 =
= Grades & Uploadafie )

» Instructions for Establishing Your Initial Telewor...

B2 Private files
P Wikmela F— Choose File | DI-3457 D..21 Buhler pdf
~ Submit Completed Telework Agreement Form (i~ Save as 2021 Approved Telework Agreement cid the.
3457)
[E5Click Here To Submit Approved Telework
AuresmentEs Author BUHLER JOV M.

» Select the Agreement Type: Situational or Core
» Certify Underst

» Certify The Pro Is Complete Choose license Public domain

r— «

fou are logged in as BUHLER JOY M. 1og out

Powered by Totara

@ 65°F Sunny A 8

P Type here to search

Figure 15-File Picker

7. Click the Choose File button, and the Open window will appear (Figure 16). Open the completed
DOI Telework Agreement PDF and then press Save Changes.

Click Here To Submit Approved Telework Agreement Form (DI-3457)

Maximum size for new files: 10MB, maximum attachments: 1

03 & 2iEE

File submissions

» [ Files

i

Test DOI TA.pdf

» Save changes Cancel

Figure 16-Choose File
H. Agreement Type: Situational or Core?

Now you are ready to complete the Select the Agreement Type section as shown in Figure 16.
Click on the text Click here to indicate Situational, or Core Option. Based on the agreement made
between you and your supervisor, select Situational or Core, and then click the green button, Save
my Choice, as shown in Figure 16 below. Once done, return to the course by clicking on the blue
text as shown in Figure 17.
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Click here to indicate Situational or Core Option

Cal

Select the appropriate option below then dick “Sawe my choice”, Click here fo return o the course page.

Your selection: Core
Situational

® Core

Figure 17-Choose the type of Telework Arrangement you agreed upon with your supervisor.

I. Certify Understanding of the DOI Telework Agreement (DI-3457)

1. Certify you have discussed your DOI Telework Agreement with your supervisor and review the

additional text in Step 5. Be sure to check the box on the far right side of the screen as shown in
Figure 18.

5. Certify Understanding/Process Is Complete

Mot available unless:

Click Here to Indicate Situational or Core Option is marked complete

s Thea v Click this link to access the Highlights of Departmental Telework Program Policy is marked complete

certify that | have discussed the Telework agreement with my supenvisor, have been approved to continue with this agreement and have submitted the approved form in section four O
above.

understand that failure to adhere to the requirements and responsibilities as referenced in the Departmental Telework Program Policy Highlights will result in termination from the DO

telewark program,

Official Record: The signed DO| Telework Agreement Form (DI-3457) PDF serves as the official record of the approved telework agreement, Please retain a copy of the signed PDF for your
records. Approved forms must be retained for three y om date of approval

Motice of Annual Recertification Requirement: Consistent with Departmental policy, telework agreements must be recertified on an annual basis to verify that the arrangement is st
effective and in the best interest of the Agency. You will receive an automated email reminding you of this requirement two months before the one-year anniversary of this
agreement.

Figure 18- Certify Understanding

2. Congratulations! The course is now complete, and no further action is needed at this time. You will
receive an email congratulating you on your completion.

J. Modifying the DOI Telework Agreement (DI-3457)

If you need to modify your telework agreement before the two-month renewal window is open, follow
these steps:

e Open the last course that you completed.

e Download a clean copy of the DI-3457 form and follow the Section G. Telework Agreement
(DI-3457) instructions in this document.

e Upload the revised form into DOI Talent. Each submission allows for a maximum of two files.

e Exit the course.

The original Telework Agreement renewal date will remain the same. When you receive an email to
recertify, you will need to complete the Recertification Course to continue your telework arrangement.

K. Terminating the DOI Telework Agreement (DI-3457)

1. If at any time you would like to terminate your telework agreement, please scroll down to the last
section of the last course you completed. Click on the square on the right side of the document

DOI Talent Telework Certification Courses Handbook-11



after reading the text that states, “| have decided to terminate my telework agreement,” as shown in
Figure 19 below.

Select Below if You Decide to Terminate Your Telework Agreement
| have decided to terminate my Telework agreement. ]

Figure 19- Terminating the Telework Agreement

2. Once your renewal date approaches, you will receive reminders from DOI Talent to renew; you
can disregard those notices. Your certification will eventually expire on the one-year anniversary that
the original certification course was completed. If you would like to telework again, you will need to re-
complete the Initial Certification course.

L. DOI Telework Agreement (DI-3457) Record Disposition

1. Employees with a signed, approved telework agreement are now required to keep copies of their
approved DOI telework agreement for three years after the date the agreement expires as shown in
Figure 20 below. These copies of the telework agreements will be stored in DOI Talent as instructed
in Section G. The DOI Telework Agreement (DI-3457). In addition, employees and supervisors are
encouraged to keep a digital copy of their approved telework agreements in their personal files for
three years after the date the agreements expire.

Records Disposition: DAA-0048-2013-0001-0004 — Human Resources Short-Term Records, Alternative Worksite Records (DRS 1.2, Item 004). Cut-off record as instructed
in the agency/bureau records manual, or at the end of the FY in which the record is created if no unique cut-off is specified. Destroy 3 years after cut-off.

Figure 20-Screenshot of the DI-3457 Records Disposition Notice

M. Telework Training for Supervisors in DOI Talent

Like employees, supervisors are required to complete telework training prior to managing
teleworkers. The title of the training is “Telework Fundamentals-Manager Training.” Supervisors
who are unsure if they have completed Telework Fundamentals or the archived course titled
Telework 101-Supervisors should follow the same instruction in Section C. Check the Required
Telework Training in DOI Talent-For all DOl Employees of this document to check if they have
completed the supervisor training. If supervisors have not completed the telework training, they will
need to enroll in the course, “Telework Fundamentals-Manager Training” by using the Search
Course function as shown in Figure 21 below.

DOI Talent Telework Certification Courses Handbook-12



Courses Programs Certifications Calendar

Home  Courses ' Search

Search Courses: 1 record shown

This is the course catalog view. Use the search boxes to type in keywords to find the training you are interested in.

instead of “leadership qualities” or “natural resource” instead of “preserving natural resources”.

Remember, when searching, simplicity is key. For example: type “leadershi
About Enrolling in Courses and Signing-Up for Seminar Events:
+ In order to sign-up for a scheduled event, you might be presented with an "enroll me" option. NOTE: This does not place you on any raster. YOU MUST choase a date and then click “Sign-up” for that specific date.

Be sure to change the Course Status = "A” 50 you only see courses that are Active.

w Search by

Course Status: MUST SELECT "A"! @ any value ™

Course Name € contains || telework fundamentals
Course Shortname € contains v
Responsible Bureau @ any value A

Course Category (multichoice) @ sanyvalue W Include sub-categories?
£

Show more...
= Filter by Search
by

Course Responsible Requires Training Contact Course Date
lcon Course Name = Bureau Approval Tuition Costs  Content Duration Name/Email Category Created

[ E-learning (1) : . .

0 Seminar 0] \ © Telework Fundamentals Office of the 0 O hour Human 215ep 2018

' Secretary - Resources

- Manager Training

Figure 21-Supervisory Training
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