 

GA@WORK Employee and Manager Go-Live Guide Talking Points and FAQs

Instructions

This document provides talking points and FAQs for agency leaders (HRDs, CFOs, CIOs, and APO/CUPOs) and agency communicators to support agency-wide communication about the GA@WORK Employee and Manager Go-Live Guides. It is intended to inform discussions, support presentations, and address frequently asked questions.

Core messages for any audience
· The GA@WORK Employee and Manager Go-Live Guides are available to help employees and managers prepare for go-live and successfully navigate the transition to GA@WORK.
· Both guides are designed to be practical reference tools, not just informational materials. They help users understand what is changing, what actions they need to take, and where to go for help. 
· The guides include timelines, key milestones, and first 30-days checklists so users can focus on the most important actions before go-live and in the early weeks after launch. 
· Employees should review the GA@WORK Employee Go-Live Guide beginning in May, use it to guide completion of pre go-live activities, and use it during Day 1, Week 1, and Month 1 once in GA@WORK to know what to do. It’s recommended to keep the guide available for reference after go-live.
· Managers should review the GA@WORK Manager Go-Live Guide and also familiarize themselves with the GA@WORK Employee Go-Live Guide, as managers are employees too and should follow the employee guidance and key actions while reinforcing messages with their teams consistently.
· Agency leaders and communicators should encourage staff to review the appropriate guide, complete key actions by the stated deadlines, and use support resources when help is needed.

GA@WORK Employee Go-Live Guide talking points
· The GA@WORK Employee Go-Live Guide helps employees – including managers, who are employees too – understand key dates, important milestones, and what to expect before and after go-live. 
· The guide includes pre go-live activities and a first 30-days checklist to help employees focus on the right actions at the right time.
· Pre go-live activities help prepare for a smoother go-live.
· Day 1 activities include logging in, checking My Tasks, confirming reporting structure, and reviewing absence balances. 
· Week 1 activities include reviewing direct deposit, tax elections, time and leave balances, and personal information for accuracy. 
· Month 1 activities include continuing to monitor My Tasks and reviewing pay slips for accuracy. 
· Managers should also follow the guidance in the GA@WORK Employee Go-Live Guide, since they are employees and need to complete employee actions themselves in addition to using the GA@WORK Manager Go-Live Guide for manager-specific responsibilities.
· The guide also explains what is new in GA@WORK, introduces important terminology, and points employees to support resources they can use after launch.

GA@WORK Manager Go-Live Guide talking points
· The GA@WORK Manager Go-Live Guide helps managers understand what to expect at go-live, what actions to take during the transition, and how to support employees after launch. 
· The guide includes a manager checklist organized around Day 1, Week 1, and Month1 activities to help managers stay on track.
· Day 1 activities include reviewing the employee checklist in the GA@WORK Employee Go-Live Guide, confirming reporting structure, checking My Tasks, and scheduling meetings with direct reports. 
· Week 1 activities include reviewing the Time and Absence Dashboard and Team Performance Dashboard and reminding employees to verify contact information.
· Month 1 activities include completing approvals, monitoring My Tasks, confirming approvals for time and absence, and HR actions, and conducting performance reviews. 
· The guide also emphasized the manager’s role in directing employees to self-service resources, training, Job Aids, and agency support channels. 

Leadership and communicator talking points
· Agency leaders can reinforce that these guides are intended to make the transition to GA@WORK more manageable by giving employees and managers a clear path through go-live.
· Employees and managers should review their guide before go-live, use it during the first 30 days, and keep it available for reference after launch.
· Leaders can emphasize that completing key actions on time helps reduce confusion and supports a smoother transition. 
· Communicators should reinforce that support is available through self-service resources, training materials, Job Aids, and the Post Go-Live Agency Support Team. 
· Managers should be reminded that they are an important part of the support model and should help connect employees to the right resources when questions arise.

Frequently Asked Questions
What are the GA@WORK Go-Live Guides?
They are practical reference guides designed to help employees and managers understand what to expect before and after go-live, complete key activities, and know where to go for help. 
What does the GA@WORK Employee Go-Live Guide include?
It includes key milestones and dates, pre go-live activities, a first 30-days checklist, what is new in GA@WORK, terminology, and support resources.
What does the GA@WORK Manager Go-Live Guide include?
It includes a go-live timeline, a first 30-days checklist, manager responsibilities, and support guidance for helping employees after launch. 
Why should employees and managers review the guides before go-live?
Reviewing the guides early helps users understand key dates, complete required actions on time, and prepare for the transition with fewer surprises. 
How should managers use the guide?
Managers should use their own guide to prepare for manager responsibilities and also review the employee guide so they understand the employee experience and can reinforce key messages with their teams.
Where should employees go for help after go-live?
Employees should start with the support resources in the guide, use self-service tools and Job Aids, and contact their Post Go-Live Agency Support Team if they need additional help.
What should managers do when employees need help? 
Managers should direct employees to self-service resources first, connect them with the Post Go-Live Agency Support Team when needed, and escalate unresolved issues through their established agency support process. 
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