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The Assigned Remote Work  (ARW) form can be found on the Employee/Manager Self-Service page
Working@Chapman – Your One-Stop Employee Resource Center
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Non-supervisory employees land on the Employee Self Service Homepage where one can find the eForms tile
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Managers who land on the Manager Self-Service page should click on the Manager Self Service drop down menu at the top to select the eForms Homepage
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Click on the ARW tile.
[image: Graphical user interface, text, application, chat or text message

Description automatically generated]
[bookmark: _Toc125700651]Assigned Remote Work Landing Page
[image: Text

Description automatically generated]

The landing page displays the general instructions and key contacts
1. Create ARW Reimburs Request – Add a new request form
2. Update Sumbitted Request – Update your existing request form
3. View Submitted Request – View your existing request forms and managers can view requests submitted by their direct reports
4. Review/Approve Request – Approve request forms route to manager
5. Home – Select the Home button to return to the Manager Self Service page
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1. Click on Create ARW Reimburs Request
2. The employee ID, Name and Supervisor will display on the Employee Information section. The form will route to the supervisor listed for approval
3. Select the period the remote work occurred.  A separate form is required for each month remote work occurred.
4. Provide the details explaining the remote work assignment
5. Click the Submit button
6. The Results window will display a confirmation page
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1. Click on Update a Submitted Request
2. Click Search or enter additional search criteria to narrow down the results
3. Select the form 
4. Make the appropriate changes and click Resubmit or click Withdraw to withdraw the request
5. The Results window will display a confirmation page
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1. Click on View Submitted Request
2. This page displays forms in all statuses created by you and forms created by your direct reports
3. Click Search or enter additional search criteria to narrow down the results

4. 

[bookmark: _Toc125700655]Approve Forms
1. Click on Review/Approve Request
2. Click Search or enter additional search criteria to narrow down the results
3. Select the form
4. Review the information 
5. Enter Supervisor Comments (optional) but highly recommended for Deny and Pushback
6. Choose one of the following options
a. Deny – denies the form and user is no longer able to resubmit the form
b. Pushback – sends the form back to user for additional information and the ability to resubmit the form
c. Hold – holds the form in the manager/supervisor’s queue
d. Approve – approves the form for payroll processing and payment on the next payrun
7. The Results window will display a confirmation page
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1 Instructions Assigned Remote Work (ARW) Reimbursement Request

This eForm is intended for employees to request reimbursement for temporary Assigned Remote Work.

On rare occasions, the University may assign you to work from home on an ad hoc basis. In those instances, you may request to receive the
4] Create ARW Reimburs Request (1] monthly remote work expense reimbursement by completing this form. This form will then be routed to your supervisor for approval.

If the Uni

rsity has assigned you to work remotely on a regular basis, you will be automatically enrolled to receive the monthly remote work
expense reimbursement. No further action is required on your part.

Please note this reimbursement is not applicable to those who have requested to voluntarily work from home. For additional information please
refer to this policy: Remote Work Expense Reimbursement Policy

P: t will be made within t dates of 1 of the fc isor, dependi h i d the
5] View Submitied Request € ;ﬂy::;:f\;:e P:‘:r‘.:a(zw in two pay dates of approval of the form by your supervisor, depending on when your supervisor approves and the

Update Submitied Request @

(7] Review/Approve Request o CONTACT

» Supervisor
D « Clarification on a submitted ARW reimbursement request

« Delay in certifying ARW reimbursement request

» Payrol
« How to use the ARW reimbursement form
« When an employee receives a "Duplicate record error" message while submi
« Payment amount or payment missing on paycheck
« Inquiries relating to the Remote Work Expense Reimbursement Policy

» Human Resources

« When an employee receives a "Primary job error missing" message while attempting to submit the form
« When an employee notices that the form is routed to the wrong supervisor

ing the form
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(#) Assigned Remote Work (ARW) : Create ARW Reimbursement Request Form ID 100037
Employee Information

Employee ID 2 Employee Name E

Supervisor Name E n

Remote Work Information

“Select Month / Year
Assigned Remote | Dec - 2022
Work Occurred

In the section below, specify the date(s) of assigned remote work and  brief explanation of the reason. For example, 'l was assigned to work remotely
by my supervisor for the week of March 7, 2022, because structural repairs were being made to my on-campus office."

~Specify Date(s) and | 12/1/22 1Was assigned to work remotely by my supenvisor because of panting and new carpetin my offce
Provide a Brief
Description

Monthly WFH

Expense
Reimbursement 35000

Amount
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You have successfully submitted your eForm.

The eForm has been routed to the next approval step. T

View Approval Route

Transaction / Signature Log
Current Date Time Step Title UserID Description

1 01/26/2023 4:15:43PM  Initiated

Form ID 100037

1row

Form Action  Time Elapsed

Submit
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Form ID Begins With v

Form Status.

Select Month / Year Assigned Remote Work Occurred | Begins With

Employee Name Begins With v
Employee ID Begins With v
Form Type Begins With v

Select
Month /
Form  Year
Form , Assigned Employee Employee  Supervisor
Do S Remote Do Name & Name &
© Work
Occurred

1 100032 Pending Jan - 2023

2 100037 Pending Dec - 2022

Goal  Original Last

Original A1 ount Operator Ope

Date &

20230126 50

20230126 50
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(&) Assigned Remote Work (ARW) : Review Submitted Request Form ID 100041

Employee Information

Employee ID 0 Employee Name C

Supervisor Name E

Remote Work Information

Select Month / Year
Assigned Remote Work Jan - 2023
Occurred

In the section below, specify the date(s) of assigned remote work and a brief explanation of the reason. For example, 'l was assigned to work remotely by my supervisor for the week of
March 7. 2022, because structural repairs were being made to my on-campus office.”

Provide a Brief

D Specify Date(s) and |02 closure sent home o work - loon bids ifestation causing road closure
Description

Monthly WFH Expense

Reimbursement Amount 55000

Supervisor Comments

In the section below, please provide comments before you pushback o deny the form. Your comment will help your employee better understand your decision

please provide additional details dates worked from home
Supervisor Comments

‘ Search H Deny H Pushback H Hold ‘
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v Employee Self Service

Welcome to the Employee/Manager Self-Service Homepage
This page allows you to manage your time and timesheets, view your benefits, approve timesheets and more.
The toggle above allows you to jump between employee and manager actions.

Looking for additional faculty/staff resources, tools and announcements? Visit working.chapman.edu

My Time My Money My Benefits My Personal Information

= @@ .,

Leave Balances (current)

96.81 176.81

Vacation Sick

Supplemental Sick: 105 Personal Holiday: 8 Family Sick: 40
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Manager Self Service

Employee Self Service
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