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Telework Managing Officer Main Menu Options 

Reports Module 

Standard Reports - Create data specific Publish Reports - Publish Reports allows users
reports based on telework hours recorded at the to make reports available to a specific role in a
employee or organization level, participation of specific organization or to an individual employee.
telework eligible employees, and total hours of Inbox Icon - View messages from employees telework by transaction code. and delegates. 
Saved and Scheduled Reports - Reports can Tiles  Icon - Tiles provide a quick way to view be saved in multiple formats and locations. This information or perform tasks such as entering timepage displays reports with the output destinations: in your timesheet right from the Home page.To "Saved and Scheduled Reports." and To 
"Saved and Scheduled Reports" and emailed to Employee Icon - View your settings and other 
me. information, such as Licenses, Roles, etc. 

Help Icon - Access the help database. 

Telework Degree of Participation 

1. Select Standard Reports from the Telework Managing Officer home page. The Standard Reports page 
is displayed. 

3. Complete applicable fields. 
4. Select the Run Report button. 

2. Select the Telework Degree Of Participation 
report link. The Telework Degree Of 
Participation page is displayed. 
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Telework Utilization Report 

1. Select Standard Reports from the Telework Managing Officer home page. The Standard Reports 
page is displayed. 

2. Select the Telework Utilization Report link. The Telework Utilization Report page is 
displayed. 

3. Complete applicable fields. 
4. Select the Run Report button. 
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