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Working Remotely, HR find, edit, remove 
 

 Working Remotely Employees 
This quick reference guide provides information how to view employees you have a role for, who have requested or 
been approved to work remotely from their home address. This process is not intended for viewing workers’ secondary 
or alternate state owned work location. Executive Branch employees are required to review State HR policy 50.050.01 
and agree to abide by the terms and conditions of the Working Remotely Acknowledgement form. HR Partners, HR 
Assistants and Workforce Liaisons can remove working remotely for an employee or initiate an edit. If an edit is initiated, 
the acknowledgement and survey tasks will route to the employee to complete again.  
 
Run and View the Reports 
The Human Resources Reports worklet contains the three Working Remotely reports that are available. 
Click on the Worker Reports tab  

 
 

 
 
 
The HCM Employees Working Remotely | Current Workers report will display all currently approved Working 
Remotely Employees you have a role for. Notes that may have been entered by the employee in the Details section 
during the request process and the employee’s Street Address are only visible on the Manager’s report.  

       

https://ilearn.oregon.gov/
mailto:workday.help@oregon.gov
https://www.oregon.gov/das/Policies/50-050-01.pdf
https://www.oregon.gov/das/HR/Documents/Working%20Remotely%20Employee%20Acknowledgement.pdf
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The HCM Working Remotely | Awaiting Action report will display requests that are in progress, what Action step 
needs to be completed and who is responsible for it. 

 
The HCM Working Remotely | Survey Responses & Asset Tracking report displays employee responses to the 
asset survey questionnaire.  
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 View, Edit or Remove from Employee Profile 
Enter the employee name in the search bar and select them from the search results to navigate to the worker’s profile 
page. On the Profile page, click Contact. 

 
 
 
 
 
                                                          

 
                                                                                                                                
 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      
The Working Remotely information will be visible in the employee’s Home Address area. Click Edit > Change Home 
Contact Information to update or remove working remotely. Editing working remotely will initiate the acknowledgement 
and asset survey task for the employee to complete again and when complete, the task will route to the Manager for 
approval. 

 
 
 
 
 
 

 
 
 
 
 

 Click the X to 
remove. 
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 View Documents 
Working Remotely acknowledgement forms are located in the employee’s Documents.  
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