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Review Request Flexible Work Arrangement:

In this quick reference guide, you will learn how to review a flexible work
arrangement request.

Created: 11/01/2023 | Effective: 11/01,/2023
For
Process Overall Process  Reguest Flexinle Work Arrangement:

1. Loginto Workday using your credentials. Overall Status  In Progress
2. Requests for Flexible Work Arrangements can be found in the Details to Review
inbox. Warker
Start Date  11/01,/2023
3. The request form is extremely simple at this time. Managers
should ensure that the comment field has been thoroughly
completed and provides a clear understanding of the intended Details
work schedule. An example can be found on the right.

Position

Type Hybrid = 50% On-Campus, 50% Remote

4. Select the correct action:

ENEr your comment

Approve: use to approve and move the form up the approval
chain.

View Comments (1)
Send Back: use ilf more information is required to fully

Yesterday

understand the intended schedule. This will allow the employee I like to request a working on campus S0% of the time and working remotely
K . . 50% of the time on a rotating schedule. The schedule iz below:
to make adjustments and resubmit the form. Comments will help .
Vizel
the employee understand next steps. Office - Monday, Tuesday, Wednesday
Remate - Thursday, Friday
Deny: this is a hard stop on the request. Vieek 2.

Pe"note Monday, Tuesday, Wednesday
i . . . Office - Thursday, Friday
Cancel: this cancels the review and returns the item to the inbox

for a review at a later time. - s .
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5. Once the request is fully executed in Workday, it will appear on
the worker profile and managers can run reports on approved
flexible work arrangements for their area.
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