Getting Started: Flexible Work Arrangement — Viewing & Ending Employee

MANAGING YOUR FLEXIBLE WORK ARRANGEMENT REQUESTS

Below summarizes some of the actions that you can take on your requests:
o View the status of your submitted request.
e View all requests submitted and approved.

e End your flexible work arrangement.

STATUS OF REQUEST

1. From your Worker Profile ( & icon) go to the Job menu and select the Worker History tab and locate the Request Flexible Work
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Arrangement event and view the Status column.
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SUBMITTED FLEXIBLE WORK ARRANGEMENTS

2. If you want to view your submitted FWA's you can click on the “Flexible Work Arrangement” tab.
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ENDING YOUR FLEXIBLE WORK ARRANGEMENT

You can only have one Flexible Work Arrangement (FWA) at a time. Below are the steps on how to end your Flexible Work Arrangement.

1. From your Worker Profile go to Actions—> Job Change - End My Flexible Work Arrangement
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2. Select the work arrangement you want to end and click OK.
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3. Select the End Date and Reason.

4. Click Submit.
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5. The request will go to your manager for approval.
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