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Please note. Inactivity for 5 minutes will result in Workday automatically logging out. 

Ensure you are connected to the UQ network when accessing Workday remotely.

In consultation with your manager, full-time and part-time employees can request to work from 

home through the “My Flexible Work” application. 

Navigate to the My Flexible Work App.

Select the date that you wish the 

working from home arrangement 

to commence. 

Check that the correct position is 

displayed, particularly if you have 

multiple positions.

Select ‘Working from home’ in 

the Type section.
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D Select ‘Request to work 

from home’.

Nominate number of days and 

days of the week – these must 

match.

Select Submit.

You will now be required to 

complete a questionnaire detailing 

the days and hours you wish to 

work from home.

Select Complete Questionnaire.

E

Flexible Work Arrangements (Work from home)

https://support.staff.uq.edu.au/app/support/type/hr


Need assistance, contact AskHR on
(07) 3365 2623 or via the online enquiry form

Date Published: 6.03.23 3

F Please read and take note of the information provided at the top of the questionnaire.

Review and complete all 

fields in the questionnaire.

Refer to the Flexible Work 

Policy for further 

information on requests 

made under the Fair Work 
Act.
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H You will be required to complete the Working from Home – Work Area Self-Assessment form and 

upload to the questionnaire before you can submit to your manager for approval.

I
Once you have completed the 

questionnaire press Submit.
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J Your manager will receive an inbox 
task to complete. 

K Managers will be required to review all details before approving the work from home request 
– days are displayed.



K Managers can click on the ‘expand’ button to view the answers provided by the employee in 

the questionnaire before selecting Approve. 

M ‘Active Flexible Work Arrangements’ Report in Workday is available to view for Managers.

L Employee information can now be viewed from the employee profile under Job > Flexible Work 
Arrangements
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