
FlexWork: Requesting a Flexible Work Arrangement Employee

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

Process
1. Log into Workday using your credentials.

2. Search Request Flexible Work Arrangement.

3. Enter the date you would like to start FlexWork. Please allow at

least two weeks for the approval process.

4. Select the desired type of FlexWork. If requesting more than one

type (i.e. Flexible Scheduling and Hybrid), please select

“Combination” and then explain the request in the comment

section.
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5. Enter detailed comments explaining the request. Comments

should include the intended work schedule and location and any

requested variation in working hours. An example is listed below.

6. Click Submit

7. A new text box will appear. Click “Review Documents.”

8. Review the FlexWork Policy and the FlexWork Attestation. Click

the boxes to indicate the review and agreement to adhere to

both, and Submit.

The request has been submitted. A final text box will appear

which indicates who is next in the approval chain.

Once the request has been fully approved, it will show on the

worker profile and will be visible to all.
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