
To begin process 
for updating 

telework
eligibility codes, 

supervisors 
should access 

employee data 
via “My 

Workplace” and 
“My Employee 
Information”
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Redacted

Select 
“personal”
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To view telework eligibility information 
select update/view telework eligiblity

option

Redacted
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Redacted

Use “tip” instructions 
to update telework

eligibility status
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Find the 
appropriate 
designation 

from list 
generated

5

Select
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