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This task is used to add/update worker teleworking reporting data. Please add or update this data as 
necessary. This data is stored on the Additional Data tab of the Worker. 

 
 Procedure:  

 

 
Tip: There are several methods for finding the worker. Please use whatever method you 
are familiar with. 

 
1. To Add or update the Worker Teleworking Reporting Data in SPS, HR Staff may go to the Actions  

button on the employee’s profile page, click on actions, scroll to the button of the list of actions to the 
Additional Data option. Select the Edit Effective-Dated Custom Object option next to Additional 
Data. 
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2. You will see the screen below, enter the date of the change (current date) and click the 
button. 
 

 
 

3. You will see the pop-up below, click the button 
 

 
 

4. You will see the screen below, choose “Worker Telework Reporting Data” and click the  
button finalize your choice. 
 

 
 
 
 
 

5. You will see the pop-up below, click the  button to continue. 
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6. You will see the screen below. Make your desired selection(s) and click to continue. 
 

     
 
 

****NOTE: 

• If the employee is FULLY Remote, check the box Telework Status Fully Remote 
o AND leave field Number of Days in Office blank 

• If the employee is HYBRID Remote, check the box Telework Status Hybrid 
o AND enter a number 2 or 3 in field Number of Days in Office 

• If the employee is NOT scheduled for telework do NOT check either Telework Status box 
o Enter a 5 in Number of Days in Office 

 
  
 

 

7. You will see the pop-up below, click the button to continue. 
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8. You will see the screen below. If desired, you may attach (upload) a copy of the “signed” Telework 

Policy here by clicking , finding the correct document on your computer and uploading it. 

Once document is uploaded (or no document is uploaded) click to complete the process. 
 

 
 

9. You will see this pop-up when completed: 
 

     




