
RUNNING A TELEWORK ELIGIBILITY 
INDICATOR REPORT IN MY WORKPLACE 

FOR YOUR EMPLOYEES 

SWD CPAC 



1. 

1.)  Click “MY WORKPLACE.” 



2. 

2.)  Click “TELEWORK REPORT.” 



3. 

3.)  Click “SUBMIT” to start the report. 



4. 

4.)  On the “Requests” page, the report status phase shows “Pending.”  Click 
“REFRESH” to update the phase of the process execution.   

 
NOTE: You will need to keep clicking on the “REFRESH” icon periodically until the 
phase indicates “Completed.” 



5. 

5.)  When the status “Phase” shows “COMPLETED,” click on the details icon to display 
the report. 



6.)  Click “YES” to allow the report to open Microsoft Excel. 

6. 



Here are the report’s results.  NOTE: Each time an employee is moved to a new 
position (ex: Promotion, Reassignment, etc.), the “PERSON TELEWORK ELIGIBILITY 
DESCRIPTION” field is automatically deleted.  The supervisor will then need to code** 
the “person” telework eligibility for the employee’s new position. 

**See separate instructions for “Viewing and Updating the Person Telework Eligibility 
Indicator in My Workplace for Your Employees.” 



Additional Information  

• SWD Telework Policy: 
– http://www.swf.usace.army.mil/swd-

cpac/SWDR%20690-2-1.pdf 

• See additional Telework Eligibility instructions: 
– Viewing and Updating the Person Telework 

Eligibility Indicator in My Workplace for Your 
Employees 

– Viewing Your Position Telework Eligibility Indicator 
in My Biz 
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