
Request Flexible Work Arrangement 

START REQUEST 

1. From the Workday home page search for Request Flexible Work Arrangement task. 

Or go to your employee profile click on Actions > Job Change > Request Flexible Work 

Arrangement. 

 
 

2. Start by selecting on the calendar the desired or anticipated start date of the work 

arrangement. Remember to account for request routing and approval time. 
 

 



                                                                            

 
 

For 



For Flextime, only select the days of the week in which the work hours would fall outside of the 

unit’s standard schedule. 

 

 

For Hybrid, only select the days of the week up to 2 days in which you will work off-campus 

(selection of more than two days will trigger an error). 

 



For Temporary Alternate Workplace, select the days you will work at the alternate work 

location. 
 

 
 

 

3.  

If you selected Compressed, please identify one 4-hour day off will be in the morning or 

afternoon. If you have selected 10-hour workdays, please enter N/A. 
 

 



If you selected Flextime, please provide details of the days and times you will have the flextime 

work schedule. 

 
 

  
 

 

 

 

 

 

 

 

 

 

If you selected Remote, please 

provide if the Remote work 

schedule will be done out of 

state. 

Note that Remote work is only 

approved in limited 

circumstances. 

 

 





JUSTIFICATION AND APPROVALS 

For Supervisors 

 

 

 

 

1. After an employee has requested a 
Flexible Work Arrangement, direct 
supervisor will receive the request in their 
Workday inbox. 
 
2. Review all responses. After reviewing, 
supervisor will be able to Approve, Send 
Back or Deny the request. 
 
For Send Back or Deny, supervisor must add 
a comment. 
 

3.  
Supervisor will have an opportunity to type 



4. Confirm that the employee meets all eligibility and approve. 

 

 

 

 

5. Click submit for either approval or denial. 

 

If the request must be 

denied at this step, 

select Request Denied 

and provide 

explanation. 





2. Type the name of the employee. Workday will populate the name and then click “


