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At this time, the Remote Worker Pilot Program is only available to employees in the 
Management Benefit Fund (Group 11), CWA 1180, DC 37, OSA, and Local 1199. If you belong 
to any of these, you are eligible to participate in the program and will have the Remote 
Worker tile available on the Employee Self Service page in PeopleSoft. 
  

1. Select the “Remote Worker” tile on the Employee Self Service home page: 

 
 

2. Click on the “Add Request” button 
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3. Enter “Start Date” of Remote Work by clicking on the calendar icon. 
Enter “End Date” of Remote Work by clicking on the calendar icon. 
Enter “Remote Worker Type” by clicking on the drop-down arrow. 
Select “Next” button on the upper right-hand corner 
 

 
 

 
 

  

Remote Worker Type Definitions: 

Fully Remote means you are working entirely from home or another location, 
without the need to come into the office.  

Hybrid combines both in-office and remote work. Employees are expected to 
work in the office for certain days and can work remotely for the rest of the 
week. 
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4. Read the Remote Worker Pilot – Employee Acknowledgement on the Guidelines tab 
Click the “Next” button on the top right-hand corner to proceed.  You can also click on the 
tabs on the left-hand side 
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5. Check off the “I Agree” box on the Acknowledgment page. 

Click on the “Next” button on the top right-hand corner.  
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6. The Remote Worker Type will default from the first page, however you can change it by 
clicking on the on the drop-down menu. 

• Select Remote Work Reason by clicking on the drop-down menu.  The Reason is your 
union or non-union (Group 11) affiliation to your job. 

• Select Remote Location by clicking on the drop-down menu.   
o Home* will default the home address listed in PeopleSoft. 
o Other will allow you to enter another address location. 

 
 

*If the Home Address listed is incorrect, you can go to the Employee Self Service home page, click 
on the Personal Details tile, then Addresses and update your Home Address. 

 
o Select Specific Remote days by clicking on the drop-down menu. 
o Select which days you will be working remote. 
o Select “Next” on the top right-hand corner to continue. 
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7. Review your request. 

 
 

8. Submit your request by selecting “Yes” 
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If you do not wish to submit your request, or you started the request in error, you may 
exit the request page, and delete the “Draft” request in the Remote Worker Tile.  
Requests that are submitted can only be deleted by an HR administrator.  

 
9. Once your request is successfully submitted, it will require your manager’s review and 

submission* to begin the process.  

The “Go to Remote Worker Requests” link will allow you to view your request. 

 
*Please note that while the system may show that the Remote Worker request is approved, it has only 
been submitted to the next person in the approval chain. Final approval and determination of Remote 
Worker requests are made by Human Resources, with input from those involved in the approval 
process. 
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You will receive the following email acknowledging your Remote Worker request. 
 

 
 
 
 
 
 
 

 

10. You can view your Remote Worker Request at any time by clicking on the Remote 
 Worker tile. 

You can view the Status of your request on this page or click on the “Approval Chain”* 
link to see where it is in the approval process. 

 

 

 
 
 
 

 
 
 
*Please note that while the system may show that the Remote Worker request is approved by the 
Manager and Reviewer, it has only been submitted in the approval chain. Final approval and 
determination of Remote Worker requests are made by Human Resources, with input from the 
Manager and Reviewer. 


