
VIEWING AND UPDATING THE “PERSON 
TELEWORK ELIGIBILITY” INDICATOR IN 

MY WORKPLACE FOR YOUR EMPLOYEES 

SWD CPAC 



1. 

1.)  Click “MY WORKPLACE.” 



2.)  Click “MY EMPLOYEE INFORMATION.” 

2. 



3.) Go to the “POSITION” tab to view a list of the employees you supervise.  Employee 
names will be hyperlinked.  Click on an employee name to view more position 
details for that specific person.    

 
 Actual names have been removed in accordance with the Privacy Act.  

3. 

SMITH, JOHN 

RODGERS, RALPH 

TAYLOR, TIMOTHY 

PETERS, PENELOPE 

O’NEIL, OLIVER 

HARRIS, HANNAH 

CARTER, CHAD 

ALLEN, ABIGAIL 



4.)  Click “SHOW” to expand and view more position details for this employee. 

4. 

SMITH, JOHN 



5. 

SMITH, JOHN 

5.)  Here you may view the employee’s “Position Telework Indicator.”  We can now see 
that this position is eligible for telework.   

 
NOTE: To change the “Position Telework Indicator,” send an email request to your 
Staffing/Classification Specialist at the CPAC.  For a list of the Specialists servicing your 
organization, follow this link: http://www.swf.usace.army.mil/swd-cpac/phone.asp.    



6. 

SMITH, JOHN 

6.)  To update the employee’s “Person Telework Eligibility,” start by clicking on the 
“PERSONAL” tab.    



7.)  Click the “UPDATE/VIEW TELEWORK ELIGIBILITY INFORMATION” link in the lower 
right portion of the page. 

7. 



8.)  Here you can see the employee’s current “Telework Eligibility” status.   
 
NOTE: If the status is blank, it is because either the employee’s telework eligibility has 
never been coded or they have been moved to a new position.  If this is the case, the 
supervisor will need to follow the instructions below to re-code the employee’s 
telework eligibility for their new position.   

9. 

8. 

 
 9.)  To change the current eligibility, click on the magnifying glass icon to search for 

“Update/Change Telework Eligibility” descriptions.  
 



10.)  Select the appropriate telework eligibility description.   You may view additional 
descriptions by clicking “NEXT 10” in the upper/lower right portion of the page. 

10. 

11.)  Click the “SELECT” button in the bottom right portion of the page to update the 
“Person Telework Eligibility” for this employee. 

11. 



SMITH, JOHN 

12.)  This confirms that the employee’s “Telework Eligibility” has been updated. 
  
13.)  Please follow the steps provided to verify the employee telework update.   

12. 

13. 



Additional Information  

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

cpac/SWDR%20690-2-1.pdf 

• See additional Telework Eligibility instructions: 
– Running a Telework Eligibility Indicator Report in 

My Workplace for Your Employees 
– Viewing Your Position Telework Eligibility Indicator 

in My Biz 
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