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GovIA GovTA Telework Coordinator Quick Reference Card

Telework Coordinator Main Menu Options

Scheduled Reports and Emailed To Me."

e Publish Reports — Allows users to make
reports available to a specific role in a specific
organization or to an individual employee.

* Telework Agreement Form Configuration —
Configure Agency guidelines and requirements
e Employee Telework Agreements — Add, on the telework agreement form, in addition

modify, delete, approve, deny, terminate, or to the standard section provided by Federal
revert telework agreements. regulations.

* Standard Reports — Several tasks are . Inboxm Icon — View messages from
common to most standard reports. These employees and delegates.

tasks include selecting reports, entering the
date range, and specifying report output
options.

e Saved and Scheduled Reports — Files that
have been saved to the destination "To Saved
and Scheduled Reports" or "To Saved and

Viewing an Employee's Telework Agreement

1. Select the Employee Telework Agreements E——
link from the Telework menu. The Telework
Agreements page is displayed.

e Employee E Icon — View your settings and
other information, such as Licenses, Roles, etc.

Help Icon — Access the help database.

Telework Agreements

2. Complete the fields, then select the Search
button. The Telework Agreement page is
displayed for the desired employee.

OR

Select the status link of the employee from the
list. The Telework Agreement page is displayed
for the desired employee.

(Continued on next page)
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Viewing an Employee's Telework Agreement (Continued)

‘Schedue Nots
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Configuring a Telework Agreement Form

1. Select Telework Agreement Form Configuration from the System Set Up menu. The Telework
Agreement Form Configuration page is displayed.

=N Telework Agreement Form Configuration 1 & @

Agency Guideline Section

Testing

2. Complete the fields.

Charsters remaning: 3552

Note: To add additional rows, select the Add e
New Row button. Rarienents Completad Sotion

3. Select the save button to save.

| ‘Add New Row

(Image Continued on next page)
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Standard Reports

The Standard Reports menu on the Telework
Coordinator Main Menu pages contains the
following options:

e Telework by Employee Report — Displays
the total hours for any telework timesheet
entries. Filter the report output by
organization, sub-organization, pay period or
telework transaction code.

e Telework by Organization Report — Displays
the total hours for any telework timesheet
entries. Filter the report output by organization,
sub-organization, pay period or telework
transaction code.

» Telework Degree Of Participation — Outlines the
total number of employees in an agency, how
many are telework eligible, and how many are
teleworking.

e Telework Summary of Hours by Pay Period
Report — Displays the number of hours
teleworked by organizations for a specified
range of pay periods. The report displays the
organization, Week 1 and Week 2 teleworked
hours, and the pay period range total
teleworked hours.

e Telework Utilization Report — Lists total
hours of telework by transaction code per
organization and/or employee.

Telework Degree of Participation Report

1. Select Standard Reports from the Telework
Coordinator Home page. The Standard
Reports page is displayed.

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

Telework Degree Of Participation

Output Destin

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

Telework Utilization Report

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

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

Telework Utilization Report

3. Complete applicable fields.

4. Select the Run Report button.
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