HOW TO REQUEST AN
ALTERNATIVE WORK
ARRANGEMENT
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Step 1: AccessUH

* Log on to AccessUH with your login CougarNet credentials.

CougarNet Login MyUH Login

ﬁ@ AccessUH  [E—

Change/Reset your CougarNet Password.

Login using your CougarNet

Step 2: PASS

= Click the PASS icon.
Make sure the tab above says Employee Self Service.

P.A. S. S.

Employee Self Service ‘ P:

|lement

N

HR

= Click the Alternative Work Arrangement icon.

Alternative Work Arrangement

A\
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Step 3: Remote Worker Request

This step only takes place if you are entering a request for the first time.

Remote Worker Request

= Click Add Request.

Request Details

MNo requests created

Add Request [ |

Step 4: Add Request

= Enter the start date (1) that you’re requesting to start working remotely.
The End date is optional. You only need to enter an end date if required by

Management.
& (1)
‘ Next
*Start Date | 05/01/2022
End Date (3)
*Remote Worker Type | Hybrid ~
(2)

/

* |nthe Remote Worker Type (2), per management, you can choose either:
= Hybrid OR Fully Remote
Note: Hybrid means some work on-campus and some off campus. Fully
Remote means 100% off-campus.
= Click Next (3).
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Step 5: Guidelines

= Please read and review the Guideline page in its entirety. Click Next.

— \

Guidelines. Guidelines
® Visited

Our Alternative Work Arangements policy outines the University’s expectations for the employee, manager, and responsible Vice President far those employees wno are seexing an altemative work arrangement. This policy is to ensure that the
% Acknowledgement employee and the manager understand the guidelines, conditions, and requirements of an altemative wark arrangement
Not Started
° This policy applies to staff employees wo have been approved to participate in an alternative work arrangement on a regular basis. This policy does not apply to requests for an occasional alternative work arrangement or for Altemate Work
Location that is in more than one location
Request Details
O Not Started The Altemative Work Arangements policy does nct change the conditions of amployment or required compliance with University policies and orocedures. In additicn, the altermative work arrangement coes not alter an employee’s at-will status.

An altemate work arrangement can include working fully remote (100% off-campus) and only randornly going into the office Iocaticn o hybrid (some work or-campus and seme off-campus) and requires ar Altemative Work Arrangerent Form to
Attachments be reviewed and approved. You must attach the appreved Alternative Work Arrangement Justification Form to this online request.
O Not Started

Who is Eligible?
Workplace Support Due to the nature of some positions, not all employees will be eligible to participate in an altemative work arrangement. Thus, the employee must work with their supervisor or manager to determinz if their job functions can be performed from an
O Not Started alternatve work lozation

N Some factors to be considered in an alternative wark arrangement.
Review and Submit

O Not Started « Employee suitebility
+ JobResponsiblity
+ Regular face-tc-face contact
+ Routine access to information or materials that are availatle only on-campus

+ Equipment and technology needs, workspace cesign and scheduling

Step 6: Acknowledgement

= Please read the Alternative Work Arrangements Policy carefully before
submitting your request.

® |n order to complete this step, you MUST scroll to the bottom of the
Acknowledgement page and select | Agree (1).

EAL APPROWVAL

/Raymond Bartlett’

Senior Vice President for Administration and Finance

/Renu Khator!

Presidant

Date of President's Approval: February 22, 2021

XL REFERENCES

Texas Government Code, § 658.010 and § 659.018

1 Agree _ (1)
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Step 7: Request Details

® |n the Remote Worker Type dropbox, you have already chosen an
option. You can also edit that option here. (1)

= |In the Remote Work Reason dropbox (2), the options available are:

Improved Productivity

Increased Focus

Work Life Balance

Other

Details

(1) mmmmd “Remote Worker Type | Hybrid v

(2) P Remote Work Reaso Work Life Balance v

Remote Locatio Improved Productivity
Increased Focus
Other

Work Life Balance

Remote Days

* |n the Remote Location dropbox, you are able to choose Home, Other,
or Workplace (3). If you choose Home, your address will populate
under Remote Location (4).

*Remote Worker Type = Hybrid v

Remote Location Home v ‘ Remote Work Reason = Work Life Balance v

(4) Remote Location | Home v
(3) ) \ :
Address Other
Workplace Address

Remote Days
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= |f you choose Other, it will prompt you to Add an Address (5) to where
you will be working remote.

Address

*Remote Worker Type | Hybrid ~ “Country  United States Q
Address 1
Remote Work Reason | Work Life Balance v Address 2
Remote Location [ Other v ] city

State Q
(5) -‘ Add Address ‘ > R
County

Remote Days v

» |f you choose Workplace, the Location Name dropbox (6) will appear
below. You will only be able to choose the locations that populate in
that dropbox using the magnifying glass (7).

*Remote Worker Type = Hybrid v

Remote Work Reason = Work Life Balance v (7)

( )a Remote Location | Workplace v

Location Name || Q

Address [[e = Lookup

Remote Days -

o002

nnnnn

= |f you have chosen Hybrid as your Remote Worker Type, you will need
to select Specific Days Per Week in the Remote Days dropbox.

Remote Days v

Specific Days Per Week
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= You are now able to choose the day you are requesting to work remote.
You are able to choose multiple days if applicable (8).

Select Days

= Click Next (9). (Upper right hand corner)

Request Details
Start Date 05/01/2022 End Date
Details (9)

“Remote Worker Type  Hybrid ~
Remote Work Reason ~ Gommute v

*Remote Location Home v

1321 Park Trail Way
Address Houston, TX 77019-2994
Harris

Remote Days  Specific Days Per Week v

Select Days

Step 8: Attachments

= You will need to add your Alternative Work Arrangement Justification
Form as an attachment by clicking Add Attachment. (1)

Attachments 1
Add Document ( )
No Document has been attached.
‘ Add Attachment H Add Note ‘

‘ Add Attachment ‘ ‘ Add Note ‘
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= Click My Device (2).

File Attachment x B

Choose From (2)

u

My Device

= Once you’ve chosen your A.W.A Justification Form from your saved files,
click upload to complete attaching your document (3).

File Attachment

Choose From (3)

Upload ‘ Clear ‘

First Name, Last Name- A.W.A Justification Form.pdf
File Size: 30KB

= Once uploaded, the status of your document will say Upload Complete.

First Name, Last Name- A.W.A Justification Form.pdf
POF File Size: 30KB

Upload Complete
|§§|
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= Your document is now attached. Typing a description or adding a note to
your attachment is optional. Click Next. \

[ < Previous [ Next » ]

Attachments
Add Document

Add Attachment ‘ ‘ Add Note
1 row
Document Name & Description < Aftached BY  ,yached © Status
First_Name,_Last_Name-_AW.A_Justification_Form.pdf _ 03/21/22 10:25:24 AM  Active | > ‘

Step 9: Workplace Support

= You must answer all three questions. For question 2, if the answer is the
same as what you entered on your A.W.A. Justification Form, you can
simply type See Attachment (1). If you do not answer all three questions,
your Alternative Work Arrangement request can be denied. You must
save your answers (2) before advancing to the next page.

= Click Next (3) (3)

[ £ Previous H Next » ]

Workplace Support (2) =

*1. | acknowledge that | have completed the Alternative Work Policy Arrangements Training in TAP.

Yes v

*2. How will you continue to complete all assigned tasks and job responsibilities while engaging in an Alternate Work Arrangement?

See Attachment <@u—— (1)

*3. | understand that | will need access to a computer and telephone for use for University business. This location must also have access to electrical outlets, a cellular
network or landline phone access, and internet connectivity. The location must be free from non-work related events and activities that would disrupt or interfere with
work.

Yes v
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Step 10: Review and Submit

= You can review your request details here. If you need to edit the details, you
can do so by clicking the tab you need to edit in the tab list to the left (1).

= Once you are done reviewing your details, click Submit to send to your
supervisor (2).

£ Previous Submit

Review and Submit
Start Date 05/01/2022 End Date

Details (2)

Remote Worker Type Hybrid
Remote Work Reason Work Life Balance

Remote Location Home

1321 Park Trail Way
Address Houston, TX 77019-2994

Harris
Remote Days Specific Days Per Week After SmeIttlng, y0U Wl”
Select Davs no longer be able to
Mon Tue Wed
- @ make changes to your
Guidelines & y
Fri Sat Sun
@ Visited request.
1 row
* Acknowled geme nt iscription & Acﬂa‘:hEd By Attached © Séatus

& Complete

Request Details
@ Complete

s (1)
Attachments

@ Complete

Workplace Support
& Complete

Review and Submit
® \isited
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Your request has been submitted.

= Once you submit your request, it will go directly to your
Supervisor/Manager for approval. It is now in the Pending stage.
= Your request is complete.

Remote Worker Confirmation

‘/Request has been submitted successfully

Remote Worker Approval

«+ Remote Worker Approval Pending

Remote Worker Approval
Ugé's"F-i_épc')r-‘Es To Position >

Go to Remote Worker Requests
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