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1._INTRODUCTION

Work Location and Flexible Schedule is a module within the Employee Self Service suite in
UAccess. It allows users to upload and update their work location and flexible schedule
information in UAccess.

The Work Location and Flexible Schedule module contains the following sections:
e Add Request page
e Work Location page
e Flexible Schedule page
e Acknowledgment page
e Review and Submit page

This guide will demonstrate how each of these sections function.

WORK LOCATION AND FLEXIBLE SCHEDULE

This section will provide information on how to access the Work Location and Flexible
Schedule module within UAccess Employee. The module can be found in the Personal
Information tile on the UA Employee Main Homepage, as seen in the screenshot below.

UAccess ' Employee | © © Search in Menu

| UA Employee Main Homepage v [

s Personal Informati Contract:
ﬂ_ﬂF Childcare Choice Program - Employee Applications = =
2} =0 7 =
s
1 Unread
Injury & Claim Reporting Childcare Choice
7‘;/ A Life & Work
égf’ .| Connections

In the Personal Information tile, select the Work Location and Flexible Schedule tab at the
bottom of the lefthand menu, seen in the screenshot below.
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Personal Details

‘&) Employes Detais
2+ Personal Information Summary

-'l:_’r Employee Faculty Workdoad

|tl"'i \Waork Location & Schedule |

3. ADD WORK LOCATION AND FLEXIBLE SCHEDULE

This section will provide an overview of the steps required to initiate a Work Location and
Flexible Schedule request within the module.

To start, select the Add Work Location and Flexible Schedule button, seen in the
screenshot below.

Work Location & Flexible Schedule

Current work location and flexible schedule information

Use this module to enter your work location and any flexible work arrangements discussed with your supervisor. Entries in this module will be routed to your supervisor for approval.

No requests created

On the Add Request page, the user may select a Start Date and a Work Modality. The Start
Date must be on or after the current date.

The Work Modality dropdown includes the following options:

e Fully On-Site in Arizona

e Hybrid in Arizona

e Fully Remote in Arizona

e QOut-of-State (Non-Arizona)

e International
Once a Start Date and Work Modality have been selected, the user may select the Next
Button, located in the top right-hand corner of the page.

4. WORK LOCATION PAGE

The Work Location page requires Work Location Address information, though differences
are present on this page depending on the selected Work Modality type.

4.1 Fully On-Site in Arizona

If the user selected Fully On-Site in Arizona, they will be able to input their On-Campus
Work Location using the campus map-based Building and Room Selector by clicking the
“Select Location” link, seen below.
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Work Location

Start Date 07/07/2026

Details

Work Modality Fully On-Site in Arizona

‘Work Location Select Location ‘Worksite Location Primary On-Site Location Estimated Percentage Per Week Mon Tue Wed Thur Fri Sat Sun

On-Site v Yes v han Tum Wed Thur Fi Su Sum

Please provide more details about your work location(s), 25 needed

Comments ‘

Users may select their building and room number, which will auto-fill the associated
fields on the lefthand side of the component, as seen in the example below.

Building and Room Selector

cancel m

Use the map below to find your building and room. When you are ready, click OK to confim your selection. If you have trouble using the map, ask the map team for help: egis@arizona edu. If you do not have a designated building or cannot find your
building, make a selection here.

| 1 work on campus but don't have a designated building.

| 1 cannot find my building on the map.

I Use the map below to find your building and room. Click a building to select it, then choose a room. When you are ready, click OK to confirm your selection.

l Current selection: Building: 17 Room: 0151 l

THE UNIVERSITY OF ARIZONA

e 1 a 1 | ‘\[ —L/\ o
E Explore Indoors A~ v — =

Glick a building on the map or use the search below 1 '
10 explore indoors. Once a building is selected, you ¥
can switch between floors. L '
—

Selected Building
I  Student Union Memorial Cen.
1303 E University Blvd

Selected Room

151

Legend !
Room W Resvoom -
Corridor W staiway A

X

Alternatively, users may directly input their building and room number to the fields on
the lefthand side of the module, using the fields in the screenshot below.

Click a building on the map or use the search below
10 explore indoors. Once a building is selected, you
can switch between floors.

e E Explore Indoors ~ :J

James E Rogel

- ]
= | Select Building .
€y 3
ot -
! |
sity Boulevard om o |
Legend: |
Room Il Restroom |
Corridor W Stairway
N GE e .l o i = | - | r
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Once a building and room number have been entered using the Building and Room
Selector, the user may select the OK button in the top right-hand corner of the
component, as seen in the screenshot below.

Building and Room Selector X

Use the map below to find your building and room. When you are ready, click OK to confirm your selection. If you have frouble using the map, ask the map team for help: egis@arizona edu. If you do not have a designated building or cannot find your
building, make a selection here.

\ | work on campus but don't have a designated building.

| 1 cannot find my building on the map.

I Use the map below to find your building and room. Click a building to select it, then choose a room. When you are ready, click OK to confirm your selection.

Current selection: Building: 17 Room: 0151 I

THE UNIVERSITY OF ARIZONA

If a user does not have a set building or room number, or is unable to find either on the
map, the “l work on campus but don't have a designated building” and “I cannot find my
building on the map” sliders are available above the map, as seen in the screenshot
below.

Building and Room Selector X

Cancel oK

Use the map below to find your building and room. When you are ready, click OK to confirm your selection. If you have trouble using the map, ask the map team for help: egis@arizona.edu. If you do not have a designated building or cannot find your
building, make a selection here.

| 1work on campus but don't have a designated building.

| 1 cannot find my building on the map.

| Use the map below to find your building and room. Click a building to select it, then choose a room. When you are ready, click OK to confirm your selection.

[ No selection yet — use the map to find your building and room.

THE UNIVERSITY OF ARIZONA

= 2nd Street 2nd Street 2nd Street 2nd Street

If the user selects the “l work on campus but don't have a designated building” slider,
the map will close and the user is able to select the OK button, located in the top right-
hand corner, to proceed.

If the user selects the “I cannot find my building on the map” slider, the map selector
will be hidden and the user may select a building from a dropdown menu. This
dropdown menu, seen in the screenshot below, contains a list of locations separate
from the main U of A Campus.

Building and Room Selector X

Cancel “

Use the map below to find your building and room. When you are ready. click OK to confirm your selection. If you have trouble using the map, ask the map team for help: egis@arizona edu. If you do not have a designated building or cannot find your
building, make a selection here.

1 cannot find my building on the map.

If your building is not on the map, it may be available in this dropdown (this is common for Cooperative Extension)

| O | still can't find your location?

I Your building is not on the map. Click OK to confirm your selection

If the user’s Work Location is not on the dropdown list, the “Still can’t find your
location?” slider may be selected. Next, the user may select OK to proceed.
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Next, the user must input the approximate percentage of the work week typically spent
at this work location, along with the days of the week typically spent there. Once these
fields have been filled out, the user may add a comment or select the Next button in the
top right-hand corner.

The screenshot below demonstrates the order in which these fields may be completed.

Exit
2 10% — —

Work Location & Flexible Schedule 20%

50% | Next

60%
Work Location Work Location
® Visited 70%
Start Date 07/02/2026

Flexible Schedule
Details

O Not Started 90%
Work Modality Fully On-Site in Arizona

% Acknowledgement I 100%
© Not Started Work Location ~ Select Location  Worksite Location Primary On-Site Location !P ercentage PerWeek | Mon ~ Tue  Wed  Thur  Fri sat sun
Review and Submit [onsite v|  select Location @ Student Union Memorial Center "y, o [ v‘ 1 ( mon e ) ( wed ) Fd sat s )| [ 4 ‘ =
© Not Started Room: 151 [Eves ¥

Please provide more details about your work location(s), as needed.

Comments

> Click Here to Hide/Display Instructions

Save Progress

4.2 Hybrid in Arizona

If the user selected Hybrid in Arizona, three Work Location options will be available
from the dropdown menu. If multiple Wok Location addresses are required, rows can
be added using the + and - icons (see below).

Work Location & Flexible Schedule

Next

Work Location Work Location
® Visied
StartDate 07/07/2026
Flexible Schedule z
© Not Sianted Detalis

Work Modality Hybrid in Arizona

*  Acknawledgement f
O Mot Started | Work Location Worksite Location Estimated Percentage Per Week Mon Tue Wed Thur Fri Sat Sun

(wm ) (me) (wea) (o) () (s ((se)

s about your work location(s). as needed.

Review and Submit
© Not Started

On-Site

ll Home (Inside AZ)

Other

> Click Here to Hide/Display Instructions

| Save Progress

If the user picks On-Site Work Location, the Building and Room Selector steps outlined in
the previous section remain applicable.

If Home Address (Inside AZ) is selected, the user’s home address will load into the
Worksite Location. If changes to this address are required, the user may select the
Add/Update Address link. This link will open a small window where address changes
may be submitted.
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x Exit
Work Location & Flexible Schedule

¥ i
Work Location Work Location
@ Visited
StartDate 07/OT/2026
Flexible Schedule
© Not Started Details
Work Modality Hybrid in Arzana
% Acknowledgement
© Not Started Work Location Add/Update Address i Worksite Location Esfimated Percentage Per Wask Mon Tue Wed  Thur Fri Sat sun
123Testln o~~~ — — = —
Review and Submit AddiUpdate Addrass @] Tucson, Az85719 (won ) (1) (e r = sun ) E‘

© Not Started

Please provide more details about your work location(s), as nesded.

Comments

2 Click Here to Hide/Display Instructions

[ Sov g |

If Other Address is selected as a Work Location, the Add/Update Address link appears,
allowing the user to enter an address. Once the address information has been entered, the
user may select OK to add the Worksite Location to the page.

Work Location & Flexible Schedule

Work Location Work Location
® Visited
StartDate 07H07/2028
Flexible Schedule
© Mot Started Details
Work Modality Hybrid in Arizona
% Acknowledgement
© Not Sianed Work Location Add/Update Address  Worksite Location Estimated Percentage Per Week Mon Tue Wed Thur Fri Sat Sun
Review and Submit Cther W I AddiUpdste Address @ -v (man ) (e ) (wea ) (me ) (R ) [ sa ) ose ) E
© Not Sianed S P N N R N S U S N
Flease provide more details about your work hrah\(s)‘ as needed
Comments ‘ ‘ |
4
Cancel Edit Worksite Location ﬂ
Instructions
Please entar your worksite location add the fields below.
*Country | United States
Address 1 | ‘
Address 2 | ‘
Address 3 |
i | |
State Arizona
County |

Next, the user must input the approximate percentage of the work week typically spent
at each work location, along with the days of the week typically spent there. Once these
fields have been filled out, the user may add a comment or select the Next button in the

top right-hand corner.
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4.3 Fully Remote in Arizona

If the user selected Fully Remote in Arizona, Home Address and Other Address will be
available from the Work Location dropdown menu. If multiple Work Location addresses
are required, rows can be added using the + and - icons (see below).

Work Location & Flexible Schedule

Work Location Work Location
® Visited
Start Date 07/07/2026

Flexible Schedule

O Not Staned Details

Work Modality Fully Remote in Arizona

#  Acknowledgement
© Not Started ‘Work Location Worksite Location Estimated Percentage Per Week Mon Tue Wed Thur Fri Sat Sun

‘Mm‘.nc.‘wn.‘vhm..rn‘.sn‘.mn.B

bk about your work location(s), as needed.

Review and Submit
© Not Started

> Click Here to Hide/Display Instructions

| Save Progress ‘

If the user picks Home Address or Other Address from the Work Location dropdown, the
steps outlined in the previous section remain applicable.

Next, the user must input the approximate percentage of the work week typically spent
at each work location, along with the days of the week typically spent there. Once these
fields have been filled out, the user may add a comment or select the Next button in the
top right-hand corner.

Once these fields have been filled out, the user may add a comment or select the Next
button in the top right-hand corner.

4.4 Out-of-State (Non-Arizona)

If the user selects Out-of-State (Non-Arizona), they will be able to enter their Out-of-
State Address as their Work Location.

To update Out-of-State Address information, users may select the Add/Update Address
link. This link will open a window where address changes may be submitted.
Additionally, if a user’s Out-of-State Address is the same as their home address, the
“This address is the same as my home address” slider may be selected.
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x Exit
Work Location & Flexible Schedule

Next

Work Location Work Location
® Visited
Start Date 07/07/2026
Flexible Schedule -
© Nt Staned Details
Work Modality Out of Stte (non-Arizona)
%  Acknowledgement
© Not Started Work Location Add/llpdate Address  Worksite Location  Same as Home Address  Estimated Percentage PerWeek  Mon Tue Wed  Thur Fri sat Sun
TN LN SN N SN SN N
Review and Submit AddiUpdate Address § 100% (son ) (e ) (wed ) (e ) () (s ) (ma )
© Not Stanted JAN SN .,
Please provide more details about yo Incation(s), as needed.
Comments \ |
4
Edit Worksite Location

Instructions

Please enter your worksle [ocation 2dd fields below.
When searching for Stzff. begin the S tate name

“Country |United States

Address 1 | ‘

Address 2 |

Address 3 | ‘

o | |

State Name | Q |

County | |

[ ————

Next, the user must input the days of the week typically spent at this work location.
Once these fields have been filled out, the user may add a comment or select the Next
button in the top right-hand corner.

4.5 International

If the user selected International, they will be able to enter their International Address as
their Work Location.

To update International Address information, users may select the Add/Update Address link.
This link will open a small window where address changes may be submitted. Additionally, if
a user’s International address is the same as their home address, the “This address is the
same as my home address” slider may be selected.
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Work Location & Flexible Schedule

Work Location Work Location
@ Visited
StartDate 07/07/2026
Flexible Schedule
o e o Details

Work Modality International
*  Acknowledgement

© Not Started Work Location AddiUpdate Address  Worksite Location Same as Home Address  Estimated Percentage Per Week Mon Tue Wed Thur Fri sat Sun
Review and Submit Add/Update Address @ 100% et Thur i Sat s,
© Not Started —
Please provide more details 2 fbdjyour work lagation(s), as needed.
Comments. \ ‘
4
‘ sze\l Edit Worksite Location ﬂ
Instructiorfl
te location a in he fields elow
*Country | a|
Address 1 | |
Address 2 | |
Address 3 | |
car | |
state | a|
)
County | |

v

[rissceres e same oy e seress [T |

5. FLEXIBLE SCHEDULE PAGE

If a user has a Flexible Schedule arrangement to report, the “I have a flexible schedule to
report or request” slider may be selected.

Work Location & Flexible Schedule

Work Location Flexible Schedule
© Complete
Aflexible schedule is where your work sg#édule is different from your units regularly scheduled work hours.

Flexible Schedule
® Visited

|[: | I have a flexible schedule to report or request.

% Acknowledgement

0 Not Started [ save progress |

Review and Submit
O Not Started

The user may select the applicable Flexible Schedule type from the dropdown menu. Once
a Flexible Schedule type has been selected, comments may be added and the Next button
may be selected. This will progress the form to the next page.

Please see the screenshot below for the available dropdown menu options and the Next
button.
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Work Location & Flexible Schedule

Previous -Nny

Work Location Flexible Schedule
© Complete
Aflexible schedule is where your work schedule is different from your unit's regularly scheduled work hours.
Flexible Schedule
@ Visited
I have a flexible schedule to report or request.
% Acknowledgement Have you and your supervisor agreed on one of the following flexible schedules?
O Not Started + 4110 workweeks: A full-time employee completes all work in four 10-hour workdays each week
+ /80 workweeks: A full-time employee completes all 80 hours of work in nine workdays during a pay period. This may include eight 9-hour workdays (typically Monday-Thursday)
and one 8-hour workday (typicaly the first Friday of a pay period with every other Friday off). This option is not available to hourly employees since they must not exceed 40 hours
Review and Submit worked per week
O Not Started + 4.5 workweeks: A full-time employee works four 9-hour workdays (typically Monday-Thursday) plus one 4-hour workday (typically Friday).
+ Earlier hours: An employee works eariier hours than the rest of their team, such as 7 am - 4 pm.

+ Later hours: An employee works later hours than the rest of their team, such as 10 am - 7 pm.
o+ Otherflexible schedule: (please explain below)

Work

v
Schegule

4110 Workweeks
Please provide| above, as needed
9180

Comments ||
4.5 Workweeks 4

Earlier Hours

Later Hours

Save Progrgi other Flexible Schedule

If the employee does not need to report a Flexible Schedule arrangement, the Next button
may be selected. This will progress the form to the next page.

6. ACKNOWLEDGEMENT PAGE

The Acknowledgment page requires users to confirm that the information submitted so
far is accurate and up to date.

6.1 Fully On-Site in Arizona, Hybrid in Arizona, and Fully Remote in Arizona

If the user selected Fully On-Site in Arizona, Hybrid in Arizona, or Fully Remote in Arizona,
the Acknowledgement page will appear as seen in the screenshot below. Once the user
selects the “I Agree” slider, the Next button may be selected to proceed through the
module.

Work Location & Flexible Schedule

Work Location Acknowledgement
@ Visited
I attest that | have reviewed the guidelines presented in this module and that the information entered i this module is accurate and reflects what | have discussed
Flexible Schedule with my supervisor.
O Not Started
%  Acknowledgement O 1Agree

© InProgress

Review and Submit
O Not Started > Click Here to Hide/Display Guidelines

6.2 Out-of-State (Non-Arizona)

If the user selected the Out-of-State (Non-Arizona) Work Modality type, the
Acknowledgement page will appear as seen in the screenshot below. Users with this Work
Modality type will need to select one of the two available options on the page. Once one
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of the two available options have been selected, the “I Agree” slider will become
available. After the user selects the “l Agree” slider, the Next button may be selected to
proceed through the module.

Work Location & Flexible Schedule

Previous Nex

Work Location Acknowledgement
® Visited

Please review the two bulleted options below and select one. After selecting an option, scroll down and select 'l Agree'. Please note, the 'l Agree'

Flexible Schedule slider is not accessible until one bulleted option has been selected.

O Not Started
% Acknowledgement Option 1
© In Progress I have already discussed my out.of-state work arrangement with my supervisor and received explicit approval through HR's Out-of-State process. | attest that | have

reviewed the guidelines presented in this module and that the information entered in this module is accurate and reflects what | have disct

d with my supervisor.

Review and Submit [
O Not Started

Option 2
1'am a UAISC (UA Global Campus) employee and have approval to work outside of Arizona due to the nature of my position. | attest that the information entered in
this module is accurate.

> Click Here to Hide/Display Guidelines

6.3 International

If the user selects the International Work Modality type, the Acknowledgement page will
appear as seen in the screenshot below. Once the user selects the “| Agree” slider, the
Next button may be selected to proceed through the module.

Work Location & Flexible Schedule

Work Location Acknowledgement
@ Visited
I have already discussed my international work arrangement with my supervisor and received explicit approval through HR's Intemational Employment p
Flexible Schedule attest that | have reviewed the guidelines presented in this module and that the information entered in this module is accurate and reflects what | have dlscussed with
O Not Started my Supervisor.

% Acknowledgement
© In Progress —

1Agree

Review and Submit
O Not Started

> Click Here to Hide/Display Guidelines

7. REVIEW AND SUBMIT

The Review and Submit page allows users to review all the information in the form.

If a user finds that any of the fields in this page require revision, the Previous button
located in the top right-hand corner may be selected to return to the applicable page.
Once the user has confirmed the content on the page is correct, the Submit button may
be selected.
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Please see the screenshot below for an example of the Review and Submit page:

Work Location & Flexible Schedule

Work Location Review and Submit
© Comglete

I anything is incorrect on this page. select the tats on the left or select the Previcus button to edit the information.

Flexible Schedule Start Date 07/08/2028

® Visited

Details
*  Acknowledgement Work Modality Fully Remote in Arizona

© Comglete

Work Location Worksite Location Estimated Percentage Per Week Mon Tue Wed Thur Fri
. R\:‘:wmd Submit pres———

Home (Inside AZ) Tucson, AZ 85718 100% Man Tue Wed Thur Fri

Pima
Comments

Flexible Work Schedule

] I have a flexible schedule to report or request.

Work Schedule No Flexible Schedule

Comments

8. QUESTIONS?

If you have questions or would like assistance with the Work Location and Flexible
Schedule process, contact Workforce Systems at
EmployeeSelfService@arizona.edu.
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