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PURPOSE 

 

This document explains the process of creating and maintaining teleworkers within the 

INFORMS system. The targeted audience for this document is DPRs. 
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MAINTAINING TELEWORKERS 

Steps Action 

1. Navigation: Menu > Navigator > Human Capital Management (HCM) > Workforce Administration > 

Job Information > Maintain Teleworkers 

 

 

2. Select Add New Value.  

 

 

3. Input Employee ID and select Add. 
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4. Under Telework Status tab, input the Start Date, End Date (if applicable), 

Recurring Days/Week, and Average Days/Months for Telework Details.  

Note: If telework assignment is due to disability arrangements, the DPR can select 

the Disability Arrangement; temporary disability or permanent disability. 
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5. Under the Location tab, DPRs can input the Worksite and work Location of the 

employee.  

Note: If home is selected, the location is defaulted to the employee’s address. 
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6. Under the Agreement tab, select the Equipment/Service Costs, Telework 

Agreement, and Telework Agreement Status.  

 

7. Select the Save button.  

 

 


