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Submitting a Flexible Work Request - Employee 

   

 

 

Employees can complete and 
submit a Flexible Work 
Request via GEMS Self 
Service. 

 
Starting from the Employees 
Self Service Homepage, click 
on the Forms tile. 

 

Click on Flexible Work 
Request. 

 
Note, your EmplID will be 
displayed in the search field. 

 Click Add a New Value, then 
click Add. 
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 Your name, EmplID, position 
title, department, and 
classification will be listed at 
the top of the form. 

 
You must read the form and 
acknowledgement. 

 Enter the Begin and End 
dates of the request. 

Note, the End date is optional; 
If populated, it is 
recommended to request in no 
more than yearly increments 
and review on an a annual 
basis, if needed. 

 
Select the Remote Work 
Address location in the drop- 
down. If Home is selected, the 
Address will be populated with 
your home address in GEMS. 
If you select Other, you will 
have the ability to enter the 
other remote work location. 

 

 

Note, if Other is selected for 
the work location, a pop-up 
will appear advising you that if 
your home address is not 
correct, you will need to 
update it in GEMS Self- 
Service. 

 
Click Ok. 
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The Manager’s Comments 
field is view only for the 
employee and will be 
populated once the Manager 
has approved / denied the 
request. 

 You should review all of the 
resource materials, toolkits 
and documents located on the 
Your Safe Return website. 

 

 

Click Submit for Approval to 
route to your Manager. 

 

 

You and your manager will 
receive an email notification to 
Approve or Reject the 
request. 
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Approving/Rejecting a Flexible Work Request – Manager 

 
 

 

upper right hand 
corner of GEMS: 
Navigator -> 
Manager’s Self 
Service -> Flexible 
Work Request 
Approval 

in the on the 

Upon receiving the email 
notification, managers can log 
into GEMS to Approve or 
Reject the Flexible Work 
Request. 

There are two paths to 
navigate to the approvals 
page: 
 

1. Go to the Manager 
Self Serivce 
homepage. Click on 
the Manager Forms 
tile. 

 
Or 

2. Access via the 
Navigator by clicking 

1 
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To find the Flexible Work 
Request from your employee, 
click Search. 

 
If multiple requests have been 
submitted click on the 
employee’s Empl ID to open 
the request. 

 

 

Your employee’s request form 
will be displayed. Use the 
Management Comments text 
box to enter any details 
around the request that you 
have previously discussed. 
I.e, scheduled days or hours, 
limitations, etc. 

Click Approve or Reject. 
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An email notification will be 
sent to the Manager and 
Employee denoting the 
approval or rejection of the 
request including any 
comments related to the 
approval or rejection. 
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Terminating a Flexible Work Agreement - Manager 
 

  
 
 
 
 
 
 
 
 

1 

Managers can terminate the 
Flexible Work Request at the 
request of management or the 
employee. 

 
There are two paths to 
navigate to the approvals 
page: 

 
1. Go to the Manager 

Self Serivce 
homepage. Click on 
the Manager Forms 
tile. 

 
Or 

 
 
 
 
 
 
 
 
 
 

2 

 2. Access via the 
Navigator by clicking 

on the  in the 
upper right hand 
corner of GEMS: 
Navigator -> 
Manager’s Self 
Service -> Flexible 
Work Request 
Approval 

 

To find the Flexible Work 
Request from your employee, 
click Search. 
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If multiple requests have been 
submitted click on the 
employee’s Empl ID with the 
most recent effective date to 
open the request. 

 

 

When the request opens, 
Click Terminate Agreement 
at the bottom of the page. 

 

 
 

 

Enter the Agreement End 
Date, the date must be equal 
to or greater than the day you 
are entering the request 
termination. 

 Click Terminate Agreement. 

 


