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Telework/Flex Work (POS) (cont.) 
[bookmark: _GoBack]HRMS 
Telework/Flex Work (POS) 
Use this infotype to track employee telework, flextime, and compressed workweek information per the Governor’s Executive Order 16-07 Building a Modern Work Environment. 
Roles: Organizational Management Processor, Benefits Processor, Compensation Analyst, Financial Report Processor, HR Validator, Organizational Management Inquirer, Payroll Inquirer, Payroll Processor, Payroll Supervisor, Personnel Administration Inquirer, Personnel Administration Processor, Personnel Administration Supervisor.
Note: Field definitions can be accessed within HRMS by pressing the “F1” key on the keyboard, or via On Line Quick Reference (OLQR), HRMS Data Definitions Resource Guide, and Glossary.

	1. Enter transaction code PO13 in the command field and click the Enter ([image: ]) button or press Enter on the keyboard.
	[image: ]


	
	[image: ] Tip
· Telework is the practice of working from home or other alternative location closer to home through the use of technology which allows the employee to access normal work material (email, telephone, electronic documents, etc.). Telework may be scheduled or done on an ad hoc basis. 
· Flextime allows the employee to have flexible start and end times that are outside the agency’s normal work hours.
· Compressed Workweek is an alternative schedule that allows full-time employees to eliminate at least one work day every two weeks by working longer hours during the remaining days.  Compressed work weeks result in less commute trips for an employee.  


	2. To Create/Modify/Change the Telework/Flex Work infotype:
The following field is mandatory:
· Position
Click on the following:
· The gray box in front of Telework /Flex Work (POS) (IT9901)
· Select Period
· Complete From/To
· Create ([image: ]) or F5 on the keyboard
· Copy ([image: ]) or F9 on the keyboard
· Change ([image: ]) or F6 on the keyboard
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	3. Enter the effective dates in the Validity fields.
4. Click Enter ([image: ]) or press Enter on the keyboard
5. Click Save ([image: ])
6. You have successfully completed the Telework/Flex Work (POS) procedure.
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[image: ] Tip
· Telework (POS) fields:
· NE – Not Eligible
· PE – Position Eligible
· Flextime (POS) fields:
· NE – Not Eligible
· PE – Position Eligible
· Compressed Workweek (POS) fields:
· NE – Not Eligible
· PE – Position Eligible
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