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Accessing the FlexWork@RU Pilot Program Application System

Before creating an application, you must review the Rutgers Flexible Work Arrangement
Policy, FlexWork@RU Pilot Program Guidelines, and complete a Department Needs
Assessment and Team Agreement with your department head or designee.

The flexible work arrangement is located in PeopleSoft under Self Service, Flexible Work
Arrangement.

Listed below are the navigation steps:

1. Log into the MyRutgers Portal

2. Click on the NetID Icon on the top right corner
outRootNode uP7uP_root=root&uP_sparam=activeTabBlactiveTab=2 e 4 0O & @

Lay

»

& CommunitylD W] & NetlD

myRutgers Helip

Personal How do 17 Help Resources

NetID Login

NetlD:

Password:

Ensure proper security — keep your password a secret

[J 1 am at a public werkstation, disable single sign-on. @

Forgot your NetlD or password?
First-time users, activate your NetlD.
Need mare help?

For security reasons, please log out and exit your web browser when
you are done accessing services that require authentication!

4. Select the “Apps” Icon on the left
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Human Resources See Al
Employee Self Services Guardian |-9 System Effort Certification and Reporting Salary and Wage Redistribution &
(PeopleSoft) | Technology (ECRT) $ Justification
Recruitment, Onboarding, & New Employee Checklist Information for Faculty & Staff Health Benefits
Classification System (ROCS)
Tax Savings Plans Public Employees' Retirement Alternate Benefit Program (ABP) Employee Rights and
System (PERS) AO Responsibilities
< (XX} >
. « .
Scroll down to the Human Resources section and select the “Employee Self Services
(PeopleSoft) tile.
R |ﬁ|.wrrazns i Qg

Human Resources

Employee Self Services
(PeopleSoft)

Onboarding, &
ication System (ROCS)

E Tax Savings Flans

Cla

System (PERS)

Guardian I-% System

Mew Employee Checklisi

Public Employees’ Retirement

Effort Certification and Reporting

Salary and Wage Redistribution &
Technology (ECRT)

Justification

l=

Information for Faculty & Staff Health Benefits

Alternate Benedit Program (ABF) Emplayee Rights and

Responsibilities

Navigate to the “Self Service” section and select “Flexible Work Arrangement” which will take you

to the “Flexible Work Arrangement Requests Summary” page.

RUTGERS
Favorites | Main Menu

Personalize Content | Layout

Main Menu

Absence Reporting
=l MJ ESL Roster for 4si5s
L) Staff Absence Reporling

F== Rutgers Interfaces
[ Human Resources

@ Rutgers Reports
& Rutgers Reports
1 Human Resources
L1 Benefits
=1 Time and Labor
11 More.

Rutgers Extensions
Rutgers Extensions

[=| User Role Sefup

[ | Human Resources

y Self Service
iation and activities.

Flexible Work Arrangement

[ Payroll and Compensation
ore_

2 More_
| lanager el ervice
) Navigate to sef service information and acthities for people reporing to you

=] Flexible Work Arrangement

RUTGERS

Favuvrites MainvMenu > Selngrvice » Flexible Work Arrangement

Flexible Work Arrangement Requests Summary

Before creating a new request, you must review the Rutgers Flexible Work Arrangement
Policy, Flexible Work Arrangement Guidelines website, and complete a Department Needs
Assessment | Team Agreement with your supervisor.

If you plan te request a flexible work arrangement where you work remotely, please ensure
you have a Remote Work address and phone number on the self service Home and Mailing
Address and Phone Mumbers pages in order to submit the request successfully. Even if your
remote work address and phone number are the same as your home/mailing address or
hemeicell phone number, a new Remote Work type needs to be added.

There are no requests to display.

_ Create New FWA Request |
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Entering a Remote Work Address and Phone Number

Please be advised, if you are submitting a flexible work arrangement where you will be working
remotely, you will be required to first submit a remote work address and phone number (even if
they are the same as your home address or phone number). This information must be submitted
prior to completing the Flexible Work Arrangement Request Form.

1. On the “Flexible Work Arrangement Requests Summary” page, Click on the “Home and

Mailing Address” link to add a remote work address.

Favotites © Main Menu > Self Service > Flexible Work Arrangerment
- - -

Flexible Work Arrangement Requests Summary
Jane Doe
Before creating a new request, you must review the Rutgers Flexible YYork Arrangerment

Palicy, Flexible Work Arrangement Guidelines website, and complete a Depardrment MNeeds
Assessment / Team Agreement with your supervisar,

If you plan to request a flexible work arrangement where you work remotely, please ensure you
have a Remate Work address and phone number on the self senice Home and Mailing
Address and Phone Murnbers pages in order to submit the request successfully. Even if your
remote work address and phone number are the same as your home/mailing address or
home/cell phone number, a new Remote Work type needs to be added.

There are no requests to display.

Create Mew FYWARequest

On the “Home and Mailing Address” page, select Remote Work for the Address Type
and click on Add.

Favuvrites MaiﬂvMEnu > Self Svervi:e > Personal Igfurmatiwn > Horme and Maiing Address

Home and Mailing Address

Jane Doe

Address Tvpe Status As Of Country Address Edit
1010 TestAddress

Home Current 06/24/2022  LUSA Edison, MJ 08820 &

“adress Type: aag

* Reeuired Field

3. Fillin the address and click on Save.

Favorites - Main Menu > Self Service > Personal Information > Home and Mailing Address
- - - -

Add Remote Work Address

Change Asor; [BZa2022 )5 (sxampls: 01/31/2000)
Country: United States Change Country

Address 1:

Address 2:

Address J:

City: State: @,
Postal:

County:

Save Cancel

The new Remote Work address will be saved in the system.

FlexWork@RU Application System User Guide Page 4 of 24



Favorites © Main Menu > Selngrvice > Personal Igformatian > Home and Maling Address

Home and Mailing Address

Jane Doe
Address Type Status As O Country Address
1010 TestAddress
Home Current 062452022 LISA Edizon, MJ 08820
Middlesex
Remate Work  Curtent DBI24/2022  USA 1010 Test Address

Edison, NJ 08820
‘AddressType: [ V] Add

* Required Field

Edit

The process is similar for entering a Phone Number for remote work. On the “Flexible Work
Arrangement Requests Summary” page, Click on the “Phone Numbers” link to add a remote

phone number.

4. On the “Home and Mailing Address” page, select the Add Phone Number button.

Favorites = Main Menu > Self Service > Personal Information > Phone Murnbers
- - - -

Phone Numbers

Jane Doe

Enter your phone numbers below.

When selecting phone types, please be aware that the Primary phone type that appears in the
Rutgers Online Directory is "BUSINESS". If you have a secondary campus number that vou would
like to appear in the Rutgers Online Directory, add the phone type "WORK". These are the only 2
phane types that will appear in the Rutgers Online Directary.

To receive a text message if a campus emergency occurs, register your mohile phone nurnber with
Rutgers at: https:personalinfo.rutgers. edy

Phone Type *Telephone Extension Preferred Delete
Business 248-445-3786 o
Mahile 732-555-1234 O o
Hame O i}

Add Phone Mumber

Save

* Renivad Fisld

Phone Type *Telephone Extension Preferred
Business 848-445-3786
tabile T32-555-1234 O

Home G08-555-4321 [

[—) O
Campus i
Dorrmitaory Hurnber
Fas
Haorme FAx
hlain
" Other
Fager 1

]
I Remote Wark ]

Delete

B = =

5. A new line will be created; select Remote Work for Phone Type and fill in the number.
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6. Click on Save.

Favorites -~ Main Menu > Self Semice > Personal Information > Phone hurmbers

Phone Numbers

Jane Doe

Enter your phone numbers below:

YWhen selecting phone types, please be aware that the Primary phone type that appears in the
Rutgers Online Directory is "BUSINESS", If you have a secondary campus number that you would
like to appear in the Rutgers Online Directory, add the phone type "WORK". These are the only 2
phone types that will appear in the Rutgers Online Directory.

To receive a text message if a campus emergency occurs, register your mobile phone number with
Rutgers at: https:/personalinfo.rutgers. edu

Phone Humbers

Phone Type *Telephone Extension Preferred Delete
Business [848-445-3786 | |
Mahile [732-555-1234 | O i}
Home [308-555-4321 | O i}
0 m

Remote Wor v |T32—555—1234 ( |
[ Add Phone Number '
Save

* Required Field

The new Remote Work phone is added to the system.
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Submitting or Modifying a Flexible Work Arrangement Application

1. From the Flexible Work Arrangement Requests Summary page, click on the “Create New
FWA Request’ button to begin the application form.

RUTGERS

Favovrites Mainvr-'lenu > Self Service > Flexible Work Arrangement
-

Flexible Work Arrangement Requests Summary

Before creating a new request, you must review the Rutgers Flexible Work Arrangement
Paolicy, Flexible Work Arrangement Guidslines website, and complete a Department Needs
Assessment / Team Agreement with your supervisor.

If you plan to request a flexible work arrangement where you work remotely, please ensure
you have a Remote Work address and phone number on the self service Home and Mailing
Address and Phone Numbers pages in order to submit the request successfully. Even if your
remote work address and phone number are the same as your home/mailing address or
home/cell phone number, a new Remote Work type needs to be added.

There are no requests to display.
Create New FWA Request

2. The application will begin with three (3) questions:

Question 1: Are you compliant with the Ethics Armor Program’s requirement for
submission of the Annual Outside Activity Questionnaire (OAQ).

RUTGERS

chg\le; Mavaenu > Self Service > Flexible Work Arrangement

Flexible Work Arrangement Pilot Program Application

52 delays in the review process.
teps have been compieted prior to submitting your spplication. in

Salacting "No”
order fo procesd, you must sel:

Have you completed the Annual Qutside Activity Questionnaire?

UYes (JNe

Submit Return

After completing the OAQ and answering the question appropriately, you will be asked the
second question.

Question 2: Did you meet with your supervisor and/or department to complete the
Department Needs Assessment?

RUTGERS

Favorites | Main Menu > Self Service >  Flexible Work Arrangement

Flexible Work Arrangement Pilot Program Application

[ Request Form

Please fill out the information below in ifs enfirety. Incomplete forms are subject to denial and may cause delays in the review process
Selacting "No” to first two quastions below will connact you to additional information to ensure these staps have been comp prior to your app L In
order to proceed, you must select return and begin a new Flexible Work Arrangement applisation.

Have you completed the Annual Outside Activity Questionnaire?
Yes No
Department Needs Assessment complete?

Yes No

Submit Return
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The third question is a follow-up regarding the Department Needs Assessment.

Question 3: Was there a Flexible Work Arrangement option that met the operational
needs of the department and agreed upon?

RUTGERS

Favorites | Main Menu > SeIvaen.rice > Flexible Work Arrangement

Flexible Work Arrangement Pilot Program Application

|_hequest Form - = = - = = = - - = = - - = = -

Please fill out the information below in its entirefy. Incomplete forms are subject to denial and may cause delays in the review process.
Selecting "No" to first two questions below will connect you to additional informatfion to ensure these steps have been p prior to your app . In
order fo proceed, you must select return and begin a new Flexible Work Arrangement application.

Have you completed the Annual Outside Activity Questionnaire?
Yes No
Department Needs Assessment complete?
Yes No
Was the flexible work arrangement request supported by your supervisor based on the Department Needs Assessment?

Oves  OUNo
Submit Retum

If you answer “No” to the third question, you will be asked to provide additional information prior
to completing the request form.

RUTGERS

Favuvrites Mam_Menu » Self Service > Flexible Work Arrangement

Flexible Work Arrangement Pilot Program Application

Please fill out the information below in ifs entirety. Incomplete forms are subject to denial and may cause delays in the review process.

Selesting "No" to first two questions below will connect you to additional information to ensure these steps have been prior to your n
order fo proceed, you must select return and begin a new Flexible Work Arrangement application.

Have you completed the Annual Outside Activity Questionnaire?
Yes No

Department Needs Assessment complete?
Yes No

Was the flexible work arrangement request supported by your supervisor based on the Department Needs Assessment?
Yes No

(] | agree and | understand the operational needs of the department & would still like to submit the request due to specific
circumstances outlined below.

Continue

Submit Return

If you answer “Yes” to the third question, the additional fields required to complete the
application will be displayed.

In the next section, you will be asked to fill in the time period for the requested flexible
work arrangement, your Department Head and Supervisor’s ID.

3. When selecting the Requested Start Date and Requested End Date, please note that
employees may not submit any time prior to the effective date of the FlexWork@RU Pilot
Program (September 1, 2024) and may not submit a date beyond the end of this pilot
program period (August 31, 2025).

FlexWork@RU Application System User Guide Page 8 of 24



Request As Of 07/14/2022 Request Status  Mew Request

*Request Start Date £ *Request End Date I
*Department Head @,
*Supervisor ID @,

4. Click on the magnifying glass to search for your Department Head/Supervisor by name.

Look Up x|
\

| Look Up Department Head Look Up Supervisor ID

EmplID:  [begins with w | EmplID:  [begins with v
Name: | begins with v || Name: [ begins with v
‘ First Name: | egins with v | First Name: | pegins with v

Last Name: | begins with v Last Name: [ hegins with v

||--€ancel. |Basic Lookup | Lookup | Clear || Cancel |Basic Lookup

'Searching this table may take a long time. Enter values above before requesting
Lookup.

1ay take & long fime. Enter values above before requesiing

5. After selecting your Supervisor’s ID, continue completing the form by selecting the
Flexible Arrangement Type you and your supervisor agreed upon.

Request As OF 071412022 Request Status Mew Request

*Request Start Date ’M@ *Request End Date ’m@
*Department Head 00012274 @, Vivian Femandez
*Supervisor ID [00003747  |@,  melissa Marrero

® Hybrid O condensed Workweek (® NJ, NY, PA, or DE

O Fully Remote O Flex Workday O other State {not listed above)

6. Continue completing the form by entering information in the listed field boxes.

List of university igned i it for remote work

List of duties to be performed on-site

List of duties to be performed r
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Mote: Please enterthe wonk schedule here, put'a' forAhd and 'p' for P, ﬂ ﬂ
Example: 82 would he corvered fo 8:00 AL 2o would be comverted to 2:00 PAL 1T would Ae conueded to 2:00 P 8.30 or 8:30 would be comvered do 8:30 Al

Pay Period ifeek One & Twe comespondsto the weeks in a pay period. If the schedule for Pay Period Wieek Two is different than Wizek One, clidk the plus sign an the right
hand side to enter the Wie ek Twe schedule.

Sequence# 1 *Pay Period Week

Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Start Time
End Time
Remotein-Person v v | v] | v v | v hd

| have read and understand the Flexible Work Arrangement Policy outlined here.

| acknowledge and agree to the Flexible Work Arrangement Guidelines outlined here.

| acknowledge and agree to the Performance Expectations for Remote Work outlined here.

| understand that | am required to comphy with all timekeeping and overtime regulations defined by state or federal law {i.e., the Fair Labor Standards
Act}, collective bargaining agreements, and University and departmental policies and procedures including obtaining approval in advance from my
supervisor prior to working overtime.

| understand and agree that | am responsible for furnishing and maintaining my remote worksite (if applicable) in a safe and professional manner;
employing appropriate information protection and security es; and c hying with all other policies and guidelines of the University

1 will give accurate and up-to-date information to my supenvisor, team members, customers and other business contacts, regarding work location and
hours and will report technical or equipment limitations that impair rmy ability to complete required work as soon as possible.

| agree that remote work is not a substitute for child or dependent care and that other arr:
present in the Alternate Work Location.

are yfor care of deg ients that are

1 understand that the university resenves the right and discretion to determine, approve, modify, or revoke at any time an alternate work arrangement. It
is the university's exclusive decision to provide alternate work arrangements and that decision is not subject to any grievance or problem-solving
procedure

1 will report changes to my alternate work location immediatety and will submit a new flexible work arrangement application if my change includes an
out-of-state move.

| certify that the information contained in this application is true to the best of my knowledge and | understand that | subject myself to disciplinary
action in the event that the above facts are found to be falsified.

Submit Return

7. The Submit button will be enabled after the employee has completed all the
acknowledgements at the bottom of the form. The Return button will bring the employee
back to the initial landing page.

8. After clicking on “Submit”, a message box will appear to confirm your submission.

E3

You are about to submit the request, you won't be able to make any changes
unless it is denied by an approver or you can withdraw the request and submit a
new one.

Please click Ok to continue, or Cancel to go back and make changes to the

information. (0,0)
o Cancel

Click on “OK” to proceed with submitting your flexible work arrangement application.

If you updated your Remote Address prior to completing the request form, the form will save and
your submission will be complete.

FlexWork@RU Application System User Guide Page 10 of 24



If you did not update your Remote Address, a message box will appear to remind you to update
your Remote/Hybrid Work Address and Phone Number. You will not be able to submit the
request form until your Remote/Hybrid Work Address and Phone Number is updated.

For Flexible Work: Arrangement Type - Remote/Hybrid, Remote Work address
must be defined in order to submit the FWA request successiully.

You can update this information at

Main Menu == Self Service == Personal Information == Home and Mailing
Addrass

FlexWork@RU Application System User Guide Page 11 of 24



How to Review Flexible Work Arrangement Applications
(Department Head or Designee and Cabinet Officer)

This section of the guide is for department heads or designees to review submissions in the
approval queue.

Submitted flexible work arrangement(s) will be located in PeopleSoft under Manager Self
Service, Flexible Work Arrangement.

Listed below are the navigation steps:

1. Log into the MyRutgers Portal

2. Click on the NetlID Icon on the top right corner

€ > C (0 & mymuigesedu/po TabBactiveTab=2 e % 0O & (e f)

Node

W futonsl Video TR I - ==
RUTGERS & CommunitylD ff & NetID »
oy
Shortouts myRutgers Help
ccccccccc —_— P— Fr— i s ik

myRutgers Showease

NetID Login

NetlD:

Password:

Ensure proper security — keep your password a secret

O 1 am at a public workstation, disable single sign-on. @

Forgot your NetiD or password?
First-time users, activate your NetiD.
Need more help?

For security reasons, please log out and exit your web browser when
you are done accessing services that require authentication!
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4. Select the “Apps” Icon on the left menu

my
R | RUTGERS W SearchA Q

Human Resources See Al
Employee Self Services Guardian |-9 System Effort Certification and Reporting Salary and Wage Redistribution &
(PeopleSoft) | Technology (ECRT) Justification
Recruitment, Onboarding, & New Employee Checklist Information for Faculty & Staff Health Benefits
Classification System (ROCS)

Tax Savings Plans Public Employees' Retirement Alternate Benefit Program (ABP) Employee Rights and
System (PERS) Responsibilities
< eee >

5. Scroll down to the Human Resources section and select the “Employee Self Services
(PeopleSoft)” tile

R |g[’na:ns % Q

Employee Self Services Guardian 1-9 System
PecplesSalt)

Effort Certification and Reporting
Techaolegy (ECRT)

¥ and Wage Redistribution &

MNew Employee Chegkiist Information for Faculty & Staff Health Benefits

Public Emplayees' Retirement Alernate Benafit Program (ABP)
System (PERS)

Employed Rights and
Responsibilities

< see >

6. PeopleSoft will open to the “Main Menu” page. On the Main Menu, navigate to the “Manager Self
Service” section and select “Flexible Work Arrangement”

RUTGERS

Favorites | Main Menu

Personalize Content | Layout

Main Menu [=

Absence Reporting
= MJ ESL Roster for 4s/5s
[ Staff Absence Reporting

Rutgers Interfaces

&2 & amn e
Z8

Rutgers Reports

Rutgers Reports

[ Human Resources

[ EBenefitz

7 Time and Labor
11 More...

Rutgers Extensions
Rutgers Extensions

[=| User Role Setup
3 Human Resources

“apy Self Service
‘Q Mavigate to your self service information and acfivities.
= Elexible Work Arrangement
[ Personal Information
1 Payroll and Compensation
Manager Self Service
ﬂl Navigate to self service ir ion and aclivities for people riing to you.

[=| Flexible Work Arrangement y

)

Hire employees, add non-empleyees, maintain personal and job data, administer global assignments, labor relations,
absence and vacafion.

[ Personal Information

3 Job Information

1 Global Assignments

5 More....

Benefits
ﬁ Select benefit plans, frack company cars & FMLA, calculate leave accrual & annuity, maintain primary job, NOT, FSA
details, auto enrollment, COBRA, and merchants.
[ Employee/Dependent Information
1 Review Employes Benefits
3 Enroll In Benefits
2 More...

FlexWork@RU Application System User Guide Page 13 of 24
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7. The Flexible Work Arrangement request queue will appear.
RUTGERS

Favgnle's MalnvMEnu > Manager Self Service > Flexible Work Arrangement

Flexible Work Arrangement Requests

ar
custonize [Find | B | 2% Fist K 45015 1 Lact

Empl Request

Hame: EmpliD P4 Humber RequestDate  RequestStatus Dept ID Dept Description Job Title View/Approve Request
Jessie James 00003666 0 1 072002022 Pending Agpraval - Dept. Head 10471 Ezi‘ﬁ’;“ IAITEmAE] ASSOCIATE DIRECTOR view/Anprove Request

8. Click on the “View/Approve Request” link to see the submitted request.

RUTGERS

Favuvntes MainvMenu 3 ManauersvelfSem(E > Flexible Work Arrangement

Flexible Work Arrangement Requests

Empl Request

Hame EmplID R Hombe RequestDate  RequestStatus Dept ID Dept Description Job Title View/Approve Request
Jessie James 00003666 ] 1 07/2002022 Pending Approval - Depl, Head 10471 g;f;’;“ Glianclal ASSOCIATE DIRECTOR View/Annrove Request

The submitted request form will open in a Read Only mode. The approver will not be able
to modify the information submitted by the requestor. Approver will have the ability to add
comments and approve or deny the request.

Select Flexible Work Arrangement Type Select Location
Hyhirid Condensed Workweek NJ, NY, PA, or DE
Fully Remote Flex Workday Other State {not listed above)

List of university assigned equipment for remote work

Laptop
A
List of duties to be performed on-site
Production Support
A
List of duties to be performed remotehy
Froduction Support
e

Flexible Work Arrangement Pilot Program Application

Jessie James Request Number 1
Request Form
Flease fill ouf fhe informafion below in ifs enfirefy . Incomalefe forms gre subject fo derial and may cause delays in the review grocess.

Seleching "Moo fo Frsf fwo o fons below will £ you fo addifi ! informafion fo ensure fhese sfeps have been complefed prior fo submiffing your agalicalion.
In arder fo groceed, you must select refurn Fnd begin 2 mew Flexible Work Arrangenent 3polication.

Hawve you completed the Annual Outside Activity Questionnaire?
Yes Ho

Department Needs Assessment complete?

Yes No

Was the flexible work arrangement regquest supported by your supendsor based on the Department Heeds Assessment?

Yes Ho
Req%st s Of 07I2002022 Request Status Fending Approval - Dept. Head
Request Start Date 08/01/2022 Request End Date  06/30/2023
Department Head 00038527 Jane Doe
Supenvisor ID 00038527 Jane Doe
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Mote: Flease enterthe wodischedule here, put'a’ forAh and 'p' for PR

Exgmale; B3 would e corverhed o 200 A0 Zo wowld be conueed fo 2000 ATS would e corveded fo 2000 P B30 or 2030 would be corvehed fo 2030400

Fay Period Week One & Two corresponds to the weeks in a pay period. If the schedule for Fay Period Week Two iz different than MWaek One, click the plus sign on the right

hand side to enter the Week Two schedule,

Sequence#® 1 Pay Period Week Cne
Saturday Sunday Monday
Start Time 80040
End Time 4:30PM
Remotedn-Person In-FPerson

I have read and understand the Flexible Work Arrangement Policy outlined here.

Tuesday

Bo00ARM
4:30PM

In-Person

Wednesday Thursday
S:004M B:00AM
4:30FM 4:30PM
Remote In-Person

lacknowledge and agree to the Flexible Work Arrangement Guidelines outlined here.

1 acknowledge and agree to the Performance Expectations for Remote Work outlined here.

Friday
£:00AM
4:30PM

Femaote

1 understand that | am required to comphy with all timekeeping and overtime regulations defined by state or federal law (i.e., the Fair Labor Standards
Act), collective bargaining agreements, and University and departmental policies and procedures including obtaining approval in advance from my

supendsor prior to working overtime.

I understand and agree that | am responsible for furnishing and maintaining my remote worksite (if applicable) in a safe and professional manner;
employing appropriate information protection and security measures; and comphying with all other policies and guidelines of the University.

1 will give accurate and up-to-date information to my supervisor, team members, customers and other husiness contacts, regarding work location and
hours and will report technical or equipment limitations that impair my ability to complete required work as soon as possible.

1 agree that remote work is not a substitute for child or dependent care and that other arrangements are necessary for care of dependents that are

present in the Alternate Work Location.

1 understand that the university reserves the right and discretion to determine, approve, modify, or revoke at any time an alternate work arrangement. it
is the university's exclusive decision to provide alternate work arrangements and that decision is not subject to any grievance or problem-sohing

procedure

1 will report changes to my alternate work location immediately and will submit a new flexible work arrangement application if my change includes an

out-of-state move.

1 certify that the information contained in this application is true to the best of my knowledge and | understand that | subject myself to disciplinary

action in the event that the above facts are found to be falsified.

Employee Comments

Approver Comments

Request Submitted By Jessie James
Department Head Jane Dog
Cabinet Officer
UHR

Approve Deny Return

Request Submitted On 072002022 1:09:49PM

Employee Signed On 072002022 1:09:49PM
Dept. Head Approved On
Cabinet Officer Approved On

UHR Approved On

The Department Head and Cabinet Officer will have the ability to view, approve or deny any
requests where they have been designated as a department head or cabinet officer.

FlexWork@RU Application System User Guide
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Approve

Approve:

Return

Triggers an e-mail to the Employee (cc Supervisor) indicating it has been approved. Status will
be changed to Approved (unless requires Cabinet Officer approval) and the Dept. Head
Approved On date/time will be captured.

Deny:

Triggers an e-mail to the Employee (cc Supervisor) and the employee can edit the request and
re-submit for approval. Status will be changed to Denied.

Return:

Transfers the user back to the landing page/approver queue.

When reviewing the submitted requests in your queue, please be advised of the following:

e Requests that need to be approved will have a View/Approve Request link.
e Previously approved, denied or withdrawn requests will have a View Request link.
e Requests where the user is designated as a Supervisor will only have a View Request

Link.

Favovrites Main'Menu > Manager Sve\fSErvice > Flexible work Arrangernent

Flexible Work Arrangement Requests

Hame

John Smith

John Smith

John Smith

John Doe

Empl 1D

00001157

onon1157,

00018616

00003867

Empl Request
Record  Humber

1

0

[t}

0

Request Date

10701112022

1 082472022

1 052002022

1 081372022

Request Status

Pending Approval - Dept. Head

Pending Appraoval - Cabinet

Denied

Withdrawn

Dept ID

10231

10229

10715

10234

Dept Description Job Title

Engn - Mech &Aerospace

COADJUTANT CASUAL-R
Engn

Engn - Computing Services ASSOC DIR INFO TECH

Administrative Systems APPLICATION DEVELOPER

School of Graduate Studies  AZZ0C DEAN I

IS

View/Approve Request

ViewlApnrove Reguest

Wiew Request

Wiew Request

View Reguest

9. If the request is for three 3 or more days working remote or fully remote, the Department
Head approver will pick the Cabinet Officer Approver and click on Approve or click on
Deny. If the request is not approved by the Department Head, the Department Head
must add Approver Comments stating the reason for the denial and click on Deny.
Similarly, if a request for 3 or more days working remote or fully remote is denied by the
Cabinet Officer, the Cabinet Officer must add Approver comments.

Approver Comments

Request Submitted By Jane Smith
Department Head Jane Doe
Cabinet Officer |

UHR Jane Smith

Jannie Jones

Deny

Return

Request Submitted On

Employee Signed On

Dept. Head Approved On

Cabinet Officer Approved On

UHR Approved On

07M3r2022 2:39:57FM

07M3r2022 2:39:57FM
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If an approver wants to deny the request then they must fill in comments. If the comments box
is left blank, the following error will be displayed.

' Message

Comments are required ifthe requestis being denied. Please add
comments. (32004,33)

If the request requires a Cabinet Officer approver and the Department Head does not select an
approver the following error will be displayed.

| Message

Cahinet Officer Required. Flease select a Cabinet Officer Approver.
(32004, 34)

If the Department Head Approver has comments keyed in and the Cabinet Officer denies the request
without adding new comments, the following error will be displayed.

' Message

Please enter in new comments indicating why it the request is being denied.
(3200462

Fully remote work arrangements require approval by the Department Head, Cabinet Officer and
University Human Resources.

Once approved by the Department Head and Cabinet Officer, requests for fully remote work
arrangements will be moved to UHR for review.

Any denied request (either by the Department Head and/or Cabinet Officer) is sent back to the
employee. After a request has been denied, the employee may modify a flexible work
arrangement request based on the comments made by the Department Head and/or Cabinet
Officer and may re-submit the modified request to the Department Head. The employee can
click on Modify Request link and change information.
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Favovr\tes Mainylenu > SB\ngvice > Flexible Work Arrangement

Flexible Work Arrangement Requests Summary

Jane Doe

Before creating a new request, you must review the Rutners Flexible Wark Arrangement
Fuolicy, Flexible Waork Arrangement Guidelines website, and complete a Departtrment Meeds
Assessrment [ Tearm Agreement with your supenisor.

If you plan to request a flexible work arrangement where you work rermotely, please ensure you
have a Remote Work address and phone number on the self service Horme and Mailing
Address and Phone Mumbers pages in order to submit the request successfully. Even if your
remote work address and phone number are the same as your home/mailing address ar
hormefcell phone number, 3 new Remote Work type needs to be added

Request Humber  Request Date Request Status Dept ID Dept Description

1 0572002022 Denied 10715 Administrative Systems

Create New F\WW4 Request

Job Title

APPLICATION DEVELOFER
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My Flexible Work Widget

The “My Flexible Work” widget has been created to make the Flexible Work Arrangement
processes more intuitive and easy to access.

When logging into the MyRutgers Portal, the “My Flexible Work” widget will be available on the
dashboard right beside the employee’s profile (as shown below):

R|rnng"razns + o a Q3

My Flexible Work My Notifications

Active

You're all caught up!

- - - - -

]
e

Faculty/Staff

Employees can click on the Request/Change FWA button to launch the PeopleSoft intake form.

The widget will also provide information regarding the status of the employee’s FWA request:

My Flexible Work x

ASST DIR ENTERPRISE BUS DEV
Flexible Work Arrangement (FWA): Hybrid

Effective: Dept: OIT-Enterprise Applic Expiration:
2022-08-01 Services 2023-06-30

Request Submitted

Status for request #2: Pending
Approval - Dept. Head

[ Status updated as of 20th July 2022 11:30 AM ]

REQUEST / APPROVE / READ
CHANGE ASSIGN FWA palicy
FWA FWAs

Once the employee’s FWA has been approved, it will display the approved schedule:
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My Flexible Work X

PROGRAMMER ANAL |

Flexible Work Arrangement (FWA): Hybrid

Effective: Dept: OIT-Enterprise Applic Expiration:
2022-07-01 Services 2023-06-30
Request #2 Week 1

[ ] [ ] [ ] [ ]
A a a a a

=== 08:00 am 08:00 am 08:00 am 08:00 am 08:00 am "™
04:00 pm 04:00 pm 04:00 pm 04:00 pm 04:00 pm

& In-Person 4 Remote

[ Status updated as of July 20th 3:30 PM ]

v =

REQUEST / APPROVE | READ
CHANGE ASSIGN FWA policy
FWA FWAs

From the approver (department head, cabinet officer, UHR) point of view, the widget will also
display the number of outstanding FWA applications waiting for review:

My Flexible Work

Application Developer

Fexible Work Arrangement (FWA): Hybrid

Effective: 05-17-2022 Dept: OIT/MAP Expiration: 05-25- 2023

Week 1 | Week 2
S & A & 4

-
10:00AM 10:00AM 10:00 AM 10:00 AM 10:00 AM

06:00 PM 06:00 PM 06:00 PM 06:00 PM 06:00 PM

& In-Person 4 Remote

2 FWA requests pending for
your approval

J B @

REQUEST / APPROVE / READ
CHANGE ASSIGN FWA policy
FWA FWAs
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Modifying/Canceling/Withdrawing a Flexible Work Arrangement

When logging into the MyRutgers Portal, click on the Request/Change FWA button in the “My
Flexible Work” widget to launch the PeopleSoft intake form (as shown below):

m,
D R|Rl’;l’GER§ + & A4 Q3
E My Flexible Work My Notifications

58 Active
i
_ !
o
&

You're all caught up!

miim
2 I
_%.
B

@l
ie
Je

Faculty/Staff

1. If your flexible work arrangement has not been approved yet, you may click on the
View/Withdraw Request button to withdraw the application and submit a new one.

RUTGERS

Favorites ' Main Menu > Self Service » Flexible Work Arrangement

Home | Worklist | AddtoFavorites | Signout

] New Window () Help u' Customize Page
Flexible Work Arrangement Requests Summary
Melissa Marrero

Before creating a new request, you must review the Rutgers Flexible Work Arrangement Policy, Flexible Work Arrangement Guidelines website, and complete a Department Needs Assessment /
Team Agreement with your supervisor.

If you plan to request a flexible work arrangement where you work remotely, please ensure you have a Remote Work address and phone number on the self service Home and Mailing Address

and Phone Numbers pages in order to submit the request successfully. Even if your remote work address and phone number are the same as your home/mailing address or home/cell phone
number, a new Remote Work type needs to be added.

Request Number Request Date Request Status Dept ID Dept Description Job Title

2 01/12/2023 View/Withdraw Request

Create New FWA Request

2. Click on the Withdraw button at the bottom of the flexible work arrangement to withdraw

your application and submit a new one. Follow the instructions outlined on page 7 to
submit a new application.

3. If your flexible work arrangement was previously approved, click on the View/Cancel
Request button to see the details of your current flexible work arrangement and cancel it.
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RUTGERS

| Worklist | AddtoFavorites | Signout
Favorites ~ Main Menu » Self Service Flexible Work Arrangement
- - ~

& New Window (7) Help [’ Customize Page

Flexible Work Arrangement Requests Summary

Before creating a new request, you must review the Rutgers Flexible Work Arrangement Policy, Flexible Work Arrangement Guidelines website, and complete a Department Needs Assessment /
Team Agreement with your supervisor.

If you plan to request a flexible work arrangement where you work remotely, please ensure you have a Remote Work address and phone number on the self service Home and Mailing Address

and Phone Numbers pages in order to submit the request successfully. Even if your remote work address and phone number are the same as your home/mailing address or home/cell phone
number, a new Remote Work type needs to be added.

Request Number Request Date Request Status

Dept ID Dept Description

Job Title
1 08/16/2022 Approved

View/Cancel Request
Create New FWA Request

4. Click on the Cancel button at the bottom of the flexible work arrangement and follow the
instructions outlined on page 7 to submit a new application.
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